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SUMMARY of CHANGE

AISM 25-P21-A03-A1X-SUM
Personnel Locator (PERSLOC)
Software User Manua (SUM)
01 December 1999

This updated manual--

? Replaces al previous versons of Software User Manud (SUM) prepared in
accordance with (IAW) Department of Defense (DOD) documentation standards MIL-
STD-498, which was canceled on 27 May 1998.

? Adheres to the documentation standards contained in the Inditute of Electrical and
Electronics Engineers (IEEE)/Electronics Industries Association (EIA)  standard,
|EEE/EIA 12207, "Information Technology-Software Life Cycle Process'.

? Provides information needed to use the system effectively.

? Contains a hierarchy diagram in Section 3 that is a quick-reference to the location of
each available menu and screen.

? Provides a blank copy of DA Form 2028 (Recommended Changes to Publications and
Blank Forms). Thisform is at the end of the manual and users may reproduce and use
it to write corrections, additions or comments about the manual. Or users may use it as
cover sheet to amarked up copy of the PERSLOC SUM.

? Be advised that changes are subject to approva by the appropriate Subject Area
Functiona Proponent (SAFP).

NOTE

Some of the menus or screens shown in the manuad may not yet be available in the
software.  These menus or screens are shown with an asterisk next to the menu
numbersin Fgure 3.4-1, PERSLOC Hierarchy Diagram
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1 SCOPE
1.1 |DENTIFICATION,

The following isafull identification of the Personnel Locator (PERSLOC):

a Automated Information System (AIS) Identifier, which establishes the base functiond
components of asystem: P21.

b. System Identification Code (SIC) identifies the software tool methodology that the
gpplication is developed: A03.

Title and Abbreviation: Personnd Locator (PERSLOC)
Previoudy fielded Release/Verson Number: 09.01/09.00.

e Software Change Package (SCP) Release/Version number being developed/ fielded:
P21-A03-10-01.

1.2 SYSTEM OVERVIEW,

The Ingalation Support Module (ISM) Project was established to create new software applications (or
upgrade exigting ones) that would automate standard procedures and integrate information used to
manage Army indalations. These software applications are packaged as modules according to the
ingalation management function they perform. I1SM is deployed army-wide and comprises a uniform
st of automated tools that asssts ingtdlation commanders in effectively managing daily operations.

PERSLOC is part of the ISM Project, which is an army-wide Mgor Automated Information System
(MAIS) initigtive. The primary objective of ISM is to enhance, through automation, ingtalation
management functions. ISM applications condst of standard procedures packaged into functiona
goplications, which automate as well as integrate day-to-day indallation processes. 1ISM gpplications
use the Ingdlation Leve Integrated Database (ILIDB), which is the centrd repository for data thet is
common to more than one ISM gpplication, and various loca databases that contain data dements
unique to the individua 1SM applications.

ISM operates a garrison locations and support functional users during peacetime, mobilization, and
wartime conditions. Ingdlaion commanders and ingtdlation functional managers use ISM gpplications
and data to manage resources under their control. 1SM performs the following mgor functions:

? Application-specific support to meet the information needs of ingdlation functiona
activities and tenant units,

? Command and staff reporting requirements via standard or ad hoc queries run againgt
elther an gpplication database or the ILIDB; and

? Informeation exchanged interndly among ingdlation functiona activities and externdly to
echdons above inddlation levels, as wedl as to Standard Army Management
Information Systems (STAMIS).

The purpose of the PERSLOC I1SM is to automate the information for military/civilian personnd and
units. PERSLOC is designed to ad in locating military and civilian personne assigned to a particular
ingdlation including the mail forwarding services for military personnel currently assigned and those that
have been trandferred from that ingtdlation. PERSLOC can display the current unit or new address, the
former old address, the unit or activity telephone number and the off-post quarters address. You can
print mailing labels, manage and purge files, as well as update this information. The military and civilian
personnd telephone locator service can be accessed either by Socid Security Number (SSN) or by
name. PERSLOC dlows you to retrieve the following information:

? Current military/civilian activity or unit telephone numbers.
? Current military personnd unit mailing address.

11
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? Current military personnd off-post mailing address
? Current military personnd forwarding mailing address

? Current personnel name, rank/grade, Unit Identification Code (UIC), location, and
telephone number.

PERSLOC isonein aseries of ISM software gpplications.
1.2.1 Organizational and Personnel References.

The following organizations and personnd maintain aresponghility or interest in this 1ISM gpplication.

a ISV Functional Proponent. The ISV Functional Proponent (FP) is the Office of the
Director of Information Sysems for Command, Control, Communications, and
Computers (DISC?).

b. Application Sponsor. The gpplication sponsor is the Director of Management (DM)
Office Chief of Staff, Army (OCSA).

C. ISM/MISM FP. The ISM/MISM FP is the Director of Information Systems for
Command, Control, Communications, and Computers (DISC?).

d. Assgned Responsible Agency (ARA). The ARA for technicd development, testing,
fielding and maintenance of this ISM gpplication is the Information Systems Enginesring
Command (ISEC).

e. Point of Contact.
Organization: U.S. Army Information Systems Software Center (USAISSC)
ATTN: AMSEL-IES, Stop H-6, 6000, 6" St., Suite S122A,
Ft. Belvair, VA 22060-5576

Point of Contact: Joanne Pinheiro
Commercid Phone  (703) 806-4244
DSN: 365-4244

1.3 DOCUMENT OVERVIEW

The purpose of this PERSLOC SUM s to provide the software user with the information necessary to
use the system effectively. This manud aso provides indructions on how to operate a Persond
Computer workgation. For information about functiond and system adminidration, refer to U.S. Army,
AISM 25-P21-A03-A1X-SCOM, “PERSLOC Software Center Operator Manua (SCOM)”.

1.3.1 Security.

PERSLOC does not store or process classfied data. PERSLOC data is designated as unclassified-
sengtive two (US2), as defined in Army Regulations (AR) 380-19, “Information Systems Security
(1SS)”, 01 May 1996. This data is For Officid Use Only (FOUO), and prohibits unauthorized
disclosure.
a Authorization Either an explicit officid authorization or an implicit authorization derived
from officia assgnments or respongbilities must authorize access to PERSLOC.
b. Disclosure.  You must not disclose any persond information contained in PERSLOC
except as authorized by AR 380-19.

1.3.2 Security Guiddinesfor Usng PERSLOC.

The_fpllowi ng guidance heps users to operate the system in accordance with applicable security
provisons.

1.3.2.1 Modifying or Viewing Data.

Only users who have explicit authorization are dlowed to enter, modify, delete, or view PERSLOC

1-2
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data The Sysem Adminigrator (SA) adminigrates the system access using a combination of login
name, password, and access permissions. Only, persons to whom login names and passwords were
specificaly assgned by the SA shdl use them.

a Screens. Adjust Video Display Termina (VDT) screens so that unauthorized person
can not view informationa displays.
b. Accuracy. Enter or modify data carefully and completdy, to avoid storing or
transmitting erroneous or incomplete data.
1.3.2.2 Protecting Information Sour ces.

Safeguard dl information input to or generated by the system againgt unauthorized use, copying, or
destruction.

a Documents.  Prevent unauthorized persons from viewing or accessing any documents,
such asforms or manud files, by covering them or storing them in secure containers.

b. Electronic Media. Label al electronic media, such as tapes or diskettes, and keep them
in proper storage containers.

1.3.3 Documentation Conventions.
1.3.3.1 Notational Conventions.
Table 1.3-1 shows the symbols of notationa conventions used throughout this manual.

Table 1.3.1. Notational Conventions
SYMBOL MEANING

<Enter> Enter or Return key. Control, alternate, or similar keys on the keyboard are
shown thisway. Examples: <Alt> <PgDn>

<Ctrl>/<D> Denotes a combination of a control key and aphanumeric key. Hold the
<Alt>/<X> control key and press the specified alphanumeric.

<F1> FUNCTION Denotes afunction key and its screen-labeled function

“message” Denotes a message displayed on-screen

{prompt} Denotes a prompt that requires aresponse

text Type the text exactly as shown

“text” Names of files, directories, and other items may be shown in quotes to
indicate their exact names

1.3.4 Procedural Conventions.

Every item on every menu has a corresponding number. To sdlect a menu item, press its number
followed by <Enter>. Fgure 3.4-1 shows the hierarchy of dl PERSLOC menu items. Use this
hierarchy of menu item numbers to specify the menu path. The menu path for “Add/Change
PERSLOC Us” isasfollows:

Master Menu
*+ == 7. PERSLOC Initalization/Admin Menu
H :" ~ ~ 1. Security Administration Menu

i i + - - 1. Add/Change PERSLOC User

1-3
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“Use Procedure 7,1,1 (Add/Change PERSLOC User)” means to select each menu in order, starting
from the “Magter Menu”. Using this system of notation, you can quickly get to the screen needed
without having to refer to the Hierarchy Diagram. Simply enter eech number (followed by <Enter>) in
the order listed.
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2 REFERENCED DOCUMENTS
2.1 PROJECT REFERENCES.

The following documents are hepful in understanding and performing the tasks described in this SUM.

a Project Request. U.S. Army AISM 25-P21-A03-OSE-FD, “PERSLOC Functiona
Description (FD),” 30 November 1992, UNCLAS.

b. Hardware Documentation.

@
)
3
(4)

IBM POWERgation and POWERserver - Diagnostic Information for Micro
Channel Bus Systems, Version 4.2 - Part No. SA23-2765-01.

IBM Adapters, Devices, and cable Information for Micro Channel Bus
Systems, Version 4.2 - Part No. SA23-2764-01.

IBM 7012 Modes 300 Series - Ingtallation and Service Guide - Part No.
SA23-2624-07.

IBM 7012 Models 300 Series - Operator Guide - Part No. SA23-2623-05.

C. Software Documentation

@
2
3
(4)
Q)
(6)
()
(8)

)

(10)
(11)

(12)

MS-DOS User’s Guide and Reference, Version 5.0/6.22.

AlIX Verson 4.2 Quick Ingalation and Startup Guide.

AlIX Verson 4.2 Ingtallation Guide - Part N0.SC23-2341.

AlX Verdgon 4 2 Getting Started - Part No.GC23-2521.

AlIX Verson 4.2 Sysem User’s Guide: Operating System and Devices.

AlX Verson 4.2 Sysem Management Guide: Operating System and Devices.
AlIX Verson 4.2 Network Ingtdlation Management Guide and Reference.

AIX Vedon 4.2, Information For Operation Retrieva/License System
(IFOR/LS) System Management Guide.

Oracle7™ for AIX-Based Systems Ingtallation & Configuration Guide, Part
No.A32105-1.

Oracle7™ SQL*Plus User's Guide and Reference, Version 3.1

Oracle7™ Server SQL Language Reference Manua, Part Number 778-70-
1292.

“A Technicad Introduction to the Oracle Sarver” in the “Oracle’ Sever
Concepts Manua”.

2.2 TERMSAND ABBREVIATIONS,

Section 6 defines the terms, abbreviations, and acronyms unique to this manual.
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3 SOFTWARE SUMMARY
3.1 SOFTWARE APPLICATION,

This section summarizes PERSLOC, including its background, functions performed by the gpplication
communication techniques used, and interfaces to other systems and organizations. PERSLOC is
designed to provide-

? Automated assstance in locating both military and civilian personnd assigned to an
inddlaion;

? Locating military units on an ingdlation,
? Processing directory mall information for military personnd and their unitsand
? Updating tables of information on personnel and units.

The PERSLOC Branch and the Civilian Personnel Office (CPO) of an ingtdlation require automation
support to identify the location of assgned or employed military and civilian personnd. They are the
focd points for locating currently assgned military and civilian personnd during duty hours. During non-
duty hours, this function is tranferred to the ingtdlation’s Staff Duty Officer. The procedure for locating
personnel entails keeping a centraized record of dl personnd, their telephone numbers, and unit or
activity titles. The PERSLOC Branch must aso process misdirected personad mail and, therefore, must
mantan forwarding address information for newly arived militay personnd and for departed
personnel.

A prototype system was origindly developed at Fort Sill, Oklahoma, during the mid-1980s. In addition
to the Ft. Sill Personnd Locator system, other ingtalation PERSLOC Branches have developed unique
systems to track military and civilian personnd on ther inddlations. To dandardize army-wide
Personnel Locator procedures PERSLOC was nominated as an 1ISM application to serve as a model
for automating PERSL OC requirements.

3.2 SOFTWARE INVENTORY,

The names, types, and descriptions of the PERSLOC programs (software units) are listed below. The
type column conggts of: S for shell programs, E for Extended Termind Interface Prototype (ETIP)
executable, Q for Structured Query Language (SQL) programs (without ETI), and C for C programs
(without ESQL). See Figure 3.4-1, PERSLOC Hierarchy Diagram, for an overdl view of the ETIP
programs.

Table3.2.1. PERSL OC Softwar e Units

.profile login shell Basic user setup for system

.setupl SM profile Runs .strtusrISM & post_prg

.StrtusrlSM .SsetuplSM Set ISM environmental variables

post_prg .SsetuplSM Master Menu, Peacetime Menu

adhoc_prg post_prg Ad Hoc Query Main Menu

post_inf_prg post_prg Personnel Locator Functions

ecps_prg post_prg Problem Reports/ECP-S Submission

3.21 Information Inventory.
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3.2.2 Resourcelnventory.

Since the software units in the PERSLOC 1SM consst of a single executable and many associated files
(often smdl and inggnificant), a complete liging of every file referenced would be ingppropriate.
Ingtead, this exhaugtive listing of the files that comprise a software unit is included in the PERSLOC
ISM Maintenance Manud. The numericd mgority of files that comprise a software unit contain help
messages and other text digplayed on the screen when the ETIP program executes. Thus, most of the
files do not change as a result of PERSLOC 1SM processing. The exceptions to this include dynamic
menu files that can be changed by a user or the ISV adminidtrator. Permanent files created using the
PERSLOC 1SM include the Engineering Change Proposa Software (ECP-S) data files. Other datafiles
are created while generating reports and during 1SM processing but these are temporary in nature.

The PERSLOC database contains much of the information referenced, creasted and updated by the
PERSLOC ISM. PERSLOC requiresthisin order to operate. The ILIDB contains information thet is
referenced by the PERSLOC ISM. PERSLOC cannot creste or update information in the ILIDB
database. If it isnot available, processing can continue.

3.22.1 DBMSFiles.

The database tables referenced or updated by PERSLOC are listed in Table 3.22 bdow in
aphabeticd order. The Subject Area Database (SADB) must contain these tables to operate fully,
though it may be possible to continue operation with some tables missing.

Table3.2.2. PERSLOC Database Tables

adhoc_svdet adhoc_svary
adhoc_tbl adhoc_xref

demobloc locator_tbl

max_id menu_tbl

printer printer-default

I post security I

The tables in ILIDB that are referenced by PERSLOC are listed in Table 3.2.3 beow. You can find
details about these tables in the ILIDB Database Specification.

Table3.2.3. ILIDB Database Tables

civilian cmsnd_occ_spec

cmsnd_off demobloc

enl_occ_spec enlisted

ind_address individual

mil_pers unit

unit_phone warr_off

WO_0CC_Spec
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3.2.2.2 Pemanent Files.

There are more than 800 permanent files in the PERSLOC run-time module. The names and locations
of the permanent files referenced created, or updated by PERSLOC are included in the PERSLOC
Software Product Specifications (SPS) manua. They are not included here, since the files can not be
understood without the detailed information about the ETIP programs that the SPS provides. Mogt of
the filesin the PERSLOC run-time have suffixes that indicate the type of the file. The meanings of some
of the suffixes are asfollows:

Table3.2.4. Meanings of Suffixes
FILE SUFFIX TYPE/CONTENTSOF FILE

Text of aHELP, WARNING, BANNER, or MESSAGE SCREEN

List of choices available with the CHOICES key

Executable “shell” commands

SQL statements

The files contained in the “post.exp” subdirectory are not needed at run time. They contain an export of
the PERSLOC database that is used optionaly to load the database during PERSLOC ingtdlation. The
“post.sgl” file contains an SQL script that may be read by the “ dbimport” command.

3.2.3 Custom Reports.

The ISM “Ad Hoc Query” utility can create Ad hoc (customized) reports. These reports are the output
of SQL queries of the “post” database. You can congtruct queries using a menu-driven feature
(knowledge of SQL not required) or you can write your own free-form SQL queries. In ether case,
operation is redtricted to queries only; updates or deletes are not alowed. Refer to Section 7 of this
manud for more information.

3.3 SOFTWARE ENVIRONMENT,

The PERSLOC I1SM runs on any UNIX System V platform againgt a Structured Query Language
(SQL)-compliant Relational Database Management System (RDBMS). Terminds may consst of any
American Nationd Standards Ingtitute (ANSI) 3.64 type or a PC with a Smilar emulation program.
Printers, modems, and other peripherds will be ste specific. To successfully execute PERSLOC, the
sysem environment should consst of the hardware, software, and utilities desgnated in paragraphs
3.3.1and 3.3.2.

NOTE: This ISV gpplication is not dependent upon any one particular model of computer. The
hardware described in the following paragraphs is one of the configurations possible for operating
PERSLOC.

3.3.1 HardwareRequired
Hardware configurations required to support PERSLOC include:
a Computer. IBM RISC 6000 System - Model 7012-300 series.

b. Local Computer Workdtation. 386/486 class personad computer, a keyboard, a
monitor, power strip/surge suppresser, communications interface.

C. Printers.  For reports high-resolution dot-matrix impact printer, with RS-232 serid
communications interface and 132 column wide format.

3.3.2 Software Required
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The software required, to run, PERSLOC ISM includes:

a Operating System (OS). AIX OS Verson 4.2 Inddlation Guide. The operating
system supervises the work of the computer and provides software utilities.

b. RDBMS. ANS SQL-compliant relational database management system (such as
Oracle7' ™ for AIX-Based Systems). The database is a collection of data, information
about indexes, and system catal ogs that describe the structure of the database.

C. ISM Application. Thisis PERSLOC application software and is used in host mode.

Loca Operating System. MS-DOS 5.0/6.22 disk operating system. This operating
system controls the work of the locd ingtdlation computer and provides locad mode,
software utilities.

e. Locd Communication Software. Various types of communications protocol software
may be used, depending on your ingdlation configuration. This software formats and
arranges data for transmission and controls the transfer of data between computers.

3.3.3 Database/Data Bank Characteristics.
PERSLOC isdesigned usng aRDBMS that will:

a Allow ingalation-unique tables and attributes.

b. Provide integration with other portions of the inddlation, central data repostory
previoudy devel oped.

C. Use data dements sandardized IAW AR 25-9.

The data elements used for PERSLOC are identified from the FD, the Structured Requirements
Analyss Planning (STRAP) reports, the STRAP key-based data modd, the Joint Application
Development sessions, and the Prototyping sessions. Other sources include existing databases, reports,
forms, user manuds, and other data stores maintained by the functional organization. These data
eements are fully defined in the Army Data Dictionary (ADD)/Automated Dictionary Support System
(ADSS).

The data dements for PERSLOC are integrated into a multifunctional database as part of the ISM-wide
data architecture. By accessing this data architecture, each function within has a view of its data. This
view will congst of multiple data e ements that are contained in arow of one or more tables. Egtimates
of table and row szes for the SBIS-wide data architecture are presented in the Database Design
Description (DBDD) Manudl.

3.34 Major Application Components.

PERSLOC contains the following maor components.

a Query Locator Data. One of the functions of the PERSLOC ISM is to provide
location data, and unit telephone numbers on soldiers and civilians assigned to or
employed by the ingdlation. The type of location data thet the system displays, are the
unit or activity titles, office symboal, unit or activity telephone numbers, FAX numbers
and duty gtatus of the individud.

b. Update Military Addresses. This function alows the PERSLOC Branch clerks to
update forwarding address information received from other ingtdlations, unit mail clerks,
or military personnd themsdves. Forwarding addresses may be updated for an
individud or an entire unit. The primary source document for this data is DA Form
3955.

C. Print Mailing Labels. This function prints one or more forwarding address labels for a
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soldier who has departed the unit or ingallation within the previous 12 months. When
individuds leave an ingdlation, the PERSLOC Branch is responsble for forwarding
mail to therr new location. Therefore, PERSLOC will automaticdly generate mailing
labds for individuas assigned to a new ingdlation. You will be able to print multiple
labels for one individua or for an entire unit.

Communication Peths and Techniques. The ITP dructure, which consgs of the
following, supports ISV communications:

@ Host computers located at the Instdlation Stes.

2 Communications hardware and software to support locd and long-haul
connectivity.

3 User workgtations located at Army ingtallations.

4 Remote network and systems management tools located at the Army Network
and Systems Operator Center (ANSOC).

The host computers a the ANSOC provide ISM gpplication processing and ISM

gpplication databases for their client users, who gain access through workstations.

T1 circuits and fractiond T1 bandwidth are provided for long-haul communications
between the ANSOC and the ingdlations. Bandwidth is provided through the DOD,
Defense Information System Network (DISN) when spare capacity is available. When
new service is required, it will be provided ether by Defense Commercid
Telecommunications Network (DCTN), or by Federd Teecommunications System
(FTS) 2000 contracts.

The ITP at the ingdlation includes intra-building Locd Area Networks (LANS) and

inter-building communications. Ingdlations connect to long-haul communications via a
router, which aso ataches the Ingdlation Information Transport System (1ITS), which
is connected to a hub in the user buildings. Building LANs consst of workstations and

printers connected via 10BaseT intdligent hubs. In some areas, workgtations will

communicate via modem to an inddlaion hub, which will interface to a router for long-

haul communicaions

PERSLOC communicates between PC workstations and a locd host elther viaan EIA
RS-232-C serid connection or through an Ethernet LAN. Procomm termina emulation
software is used with the “VT100” emulation set and ISM hogt termind type, set to
“VTPC-C’ for color monitors and “VTPC-M” for monochrome monitors. The baud
rate, parity, and number of stop bits should match those of the ISVl host. You can dso
use Telnet.

Typicd configuration examples:

Serid connection using termind emulation software with an IBM compatible PC. The
PC hardware required is a seria port (COM1 or COM2 only). The software required
is DOS 5.0 or higher and Procomm 24.2. Using Procomm, the following options
should be set in the Termina Setup section (accessed by pressing <Alt/S> on the
keyboard. The other settings in this section are irrdlevant.

Settings:

Termind Type : VT100
Duplex - FULL
Line Wrap : OFF
Scroll : ON

The following options should be set in the Line Parameters section (accessed by
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pressing <Alt/P> on the keyboard). All of these settings should match the particular PC
hardware and 1SM host configuration that you have. Parameters that are likely to vary
are indicated with an “*”.

Port : COM1*
Baud rate : 2400*
Parity : SPACE*
Data Bits 7

Stop Bits 1

The TERM variable on the ISM host should be st to “VTPC-C” or “VTPC-M" for
use with this configuration.

TCP/IP LAN connection usng Nationa Center for Super-computing Applications
(NCSA) Tdnet with a network interface card (NIC) in an IBM compatible PC. The
PC hardware required is a 3COM 3C503 Ethernet NIC in addition to the PC. The
NIC should be configured for “thinnet” (thin coaxia cable) and for memory mapped I/0
by setting the jumpers as indicated for the card. Except for this change, use the factory
default settings. The software required for the AT is.

D0OS5.0/6.0 Operating System

SMC/pkt8000.com  packet driver

TELBIN.EXE CUTCP/CUTE program (NCSA Telnet)
netstart.bat described below

telnet.bat described below

config.tel configuration file

vtpc-c.thl keymapping file for vtpc-c termind type

The autoexec.bat file on the PC should be modified to run the program SMC/
pkt8000.com via a baich file caled netstart.bat. This loads the packet driver that
communicates between the NIC and the telnet software with its correct configuration.
The configuration is supplied as arguments to 3C503 and are, in order from left to right,
Ox7e (Software interrupt number), 2 (Interrupt level number), 0x300 (shared memory
address) and 1 (use thinnet adaptor). Since pkt8000 isa small (3K) TSR it can remain
loaded dl the time, even when not needed. The setting of the PATH variable should
include the directory where the telbinexe program is located adong with the
configuration and key-mapping files.

The tenet.bat file should change directory to this directory and then run the tebin.exe
program passing the argument supplied to telnet.bat. Thisis the name of the ISVI host
as decribed in the config.tel file.

Various settingsin the config.tdl file depend on the LAN configuration. The name and IP
address of the PC workstation must be determined in consultation with the LAN
adminigrator to avoid conflict with other devices on the LAN. In addition, a a
minimum, the name(s) of the ISM host and its |P address must be st in the config.tel
file

In the following sample config.te file, the variables marked with “*” should be et to
particular values based on your PC/LAN/ISM host configuration. Other variables are
optiona and may be set according to preference. Text after a‘# is commentary. See
the NCSA documentation for details.

myname=myname #PC sLAN name, uniqueto LAN
myip=192.108.181.200 # PC IP address; uniqueto LAN
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name=default
keymap="VTPC-C.thbl” # sets default keymap
name=ISMHOST #1SM host’s LAN name
hostip=192.108.181.72 #1SM host’s IP address

j.

Additiond pairs of lines like the last two may follow to indicate the LAN names and IP
addresses of other hosts on the LAN. The TERM variable on the LAN hosts should
be st to vtpc-c when usng this configuration with the vtpc-c.tbl key-mapping file
selected.

Note: The IP address and names given above are examples only. Determine the
correct vaues for your LAN in consultation with the LAN adminigtrator.

To connect to the ISM host using the LAN, invoke the telnet.bat file with the name of
the ISM hogt as an argument.

Sae-of-the-art, digital cdlular communication is used where datalinks are criticdl.
Source Data Entry. Redundant data entry is diminated. Basic information is captured

a the source using automated source data technology, such as bar coding and laser
scanning.

Accuracy and Completeness. Reducing the need for redundant data entry and
implementing software edit checks will improve the accuracy and completeness of data.
Read and write/update access control measures will also lower the error rate.

Better Utilization of Staff. Adminigtrative burdens are reduced, by automating data
collection and report generating functions. In some ingtances, manua tasks are
eiminated, entirdly.

Timdiness On-line access to centralized databases and dectronic data transfer
cgpabilities improves the timeliness of data.

Management Oversght. Operationd data are ingantly available to dl users a every
level authorized to have access. Ad hoc query and report capabilities are provided, as
wdll as standard, user-defined reports.

Graphics. Graphics are used to summarize satistica data (i.e., pie charts, bar charts).

3.35 System Interfaces.

PERSLOC directly interfaces with STAMIS, 1SM, and other stovepipe systems such as Standard
Ingtdlation/Divison Personnel System (SIDPERS). These interfaces may be done as direct connect
electronic record transfer. For systems that have restricted electronic connectivity capabilities, magnetic
media (e.g., 9-track tape) data transfers may be used. The systems with which PERSLOC will require
an automated interface include the following:

a

b.

SIDPERS: PERSLOC will interface with SIDPERS through the shared data file, and
have access to required personnd information (e.g., name, grade, unit, and UIC).

In-Processing: PERSLOC will access data entered through the ‘In-Processng’
gpplication when soldiers in-process at the welcome or in-processing center. Initia
information entered on a soldier includes locator data such as Unit assgnment, office
title, and telephone number.

Out-Processing: PERSLOC will access data entered through the *Out-Processing’
goplication when soldiers depart from an inddlation. Data entered during out-
processng that is relevant to locating personnel includes forwarding address
informetion.
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d. Records Inquiry: Through the Records Inquiry application, clerks will maintan
biographicd information on military personnd. As this information is maintained, it will
be downloaded to the shared datafile for access by dl 1SM applications.

Connectivity to STAMIS, 1SM, and stovepipes on or outside the ingtdlation is currently accomplished
via SNA networks, the NIPERnet, LANS, or asynchronous/'synchronous communication lines. Most
ingalations have one network gateway to a mgor SNA network or to the NIPERnet. Some
ingdlations have bath.

PERSLOC will consider both connectivity paths with combinations of SNA 3270 emulation and file
transfer or, in case of dircuit unavailability, manud transfer of data via magnetic media Use of any of
these methods permits “upload/download” of data from STAMIS to the shared data file and to
PERSLOC data tables. Use of any existing network gateway may be considered until hardware and
software supporting an open system environment (OSE) isindalled.

3.4 SOFTWARE ORGANIZATION AND OVERVIEW OF OPERATION.,

PERSLOC operates under a Portable Operating System Interface for Computer Environments
(POSIX) compliant (or nearly so) operating sysem (OS) usng an American Nationd Standards
Ingtitute-Structured Query Language (ANSI-SQL) Database Management System (DBMS). It was
developed under the UNIX OS using the Extended Termind Interface Prototype (ETIP) Designer
Toolkit with the Oracle DBM S and the UNIX tool set.

ETIP Dedgner is used to congruct most of the separate programs (software units) that comprise
PERSLOC. These ETIP programs are stand-aone, though they are normaly executed via a master
program. The master program executes each other program by suspending its own operation and
invoking the other program as a subroutine in response to a menu selection. Each program may invoke
other programs thisway.

Some programs are written without ETIP and they may include Embedded Structured Query Language
(ESQL) statements. Some of these are referenced within the ETIP based programs. PERSLOC is
written in C. Refer to Section 3.2, Software Inventory, for detalls.

PERSLOC programs communicate by shared access to the “post” database. The database tables
accessible by PERSLOC are listed in Section 3.2.2.1. PERSLOC a0 references various tables in the
ILIDB. The PERSLOC Database Design Specification (DBDD) manual (AISM 25-P21-A03-AlX-
DBDD) contains more details about the database. Figure 3.4-1 isadirectory of the menus and screens
available to the PERSLOC user.
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Menu Name or Screen Executable

Master Menu ==> post_prg

+ -~ 1. Peacetime Menu ==> post_inf_prg
+ -

~ 1. Military Telephone Locator Service Menu
*+ -~ 1. Browse Military Phone by Name
+ = = 2. Inquire Military Phone by SSN

~ 7 6. View Saved Ad Hoc Query Statements

1

i |

i |

i i

1 1

i |+ - 2+ Civilian Telephone Locator Service Menu

! ! . -1 Brovyse C_i\_/?lian Phone by Name

! ! ~ 7 2. Inquire Civilian Phone by SSN

1 1

i ;" ~ 7 3. Mail Directory Service Menu

: ! : = ~ 1. Browse Military Address by Name

! ! ~ 7 2. Inquire Military Address by SSN

i Y __

! | 4Jr Address Table Menu .

! ! . ~ 7 1. Add/Change SmgAIe Address Table Record
! ' N ~ T 2. Add/Change Multiple Address Table Records
! ! ~ 7 3. Delete Address Table Record

1 1

i ;" Y Phone Table Menu

! ! N ~ 7 1. Add/Change Phone Record

! ! N ~ 7 2. Browse Phone by UPC

! ! ~ 7 3. Delete a Phone Record

1 1

i + =~ 6. Print Address Labels by SSN

i + — ~ 7. Print Address Labels by Name

! ;" - 8+ Batch Prin; Address Labels Menu .

! ! N ~ 7 1. Print Address Labels from Bat(_:h File

! ! ~ 7 2. Clear Address Labels Batch File

1 1

i ¥ 779, Report Menu

! ! 1 ~ 7 1. Past 30 day Cutoff Mail on Hold Report

! ' N -T2 Departed Logator Qards Report

! ! N ~ 7 3. Projected Gallns List Report

! ! . ~ 7 4. Expected Arrival Solldlers Report

! ' N - T 5. In_c_omplete Forwardllng Address R_eport

! ! ~ 7 6. Military Personnel File Departed List

1 1

i *+ = = 10. Ad Hoc Query ==> adhoc_prg
: + - - 1. Create A Basic Ad Hoc Query

| *+ = = 2. Create an Advanced Ad Hoc Query

i *+ -~ 3. Change a Saved Ad Hoc Query

: + - = 4. Delete Ad Hoc Queries

! : ~ = 5. View/Print Saved Ad Hoc Query Results
i

1

+ ~ ~ 2. Transition to War Menu

+ -~ 3. Wartime Menu

+ = = 4. Demobilization Menu

| + = = 1. Add/Change Unit

: + = = 2. Inquire About a Unit

: *+ = = 3. Delete Unit

1

;" ~ 7 5. Customer Assistance Menu

1 ~ 7 1. Telephonic

1 + - -

! 2. Message

: ;" ~ = 3. Problem Report ==> ecps_prg
1

i *+ -~ ~ 1. Add/Change Problem Report/ESP_S

Figure 3.4-1. PERSLOC Hierarchy Diagram

Menu Name or Screen
M 5 3

i i + = = 2. View Problem Report/ESP_S

39



Version 10.00 AISM 25-P21-AQ03-AIX-SUM

01 December 1999

T T el IR n T R

+ -

*+ =~ 3. Delete Problem Report/ESP_S
*+ = = 4. Submit Problem Report/ESP_S

+ - = 4. ISM Data Sheet

~ 7 6. Problem Reports/ECP-S Submission

+ - - 1. Add/Change Problem Report/ESP_S
+ = = 2. View Problem Report/ESP_S

+ =~ 3. Delete Problem Report/ESP_S

*+ = = 4. Submit Problem Report/ESP_S

~ = 7. PERSLOC Initialization/Admin Menu

+ — -~ 1. Security Administration Menu

+ - - 1. Add/Change PERSLOC User

*+ = = 2. Delete PERSLOC User

+ - - 3. Add Alternate ISM Administrator

+ - -~ 4. Add/Change Address Record Write Permissions
+ - - 5. Delete Address Record Write Permissions

~ 7 2. Customize PERSLOC Data Menu
~ = 3. Set-up Installation Specific Menu
+ - - 1. Add/Change Menu Entries
*+ = = 2. Delete Menu Entries
~ 7 4. Peripheral Administration Menu
*+ -~ 1. Add/Change Application Printers
+ - = 2. Delete Application Printers
~ 7 5. Ad Hoc Query Administration Menu
*+ =~ 1. Select Elements to Show
+ - = 2. Add/Change Element Comments

I e i

+ - - 6. Local Unit Maintenance
*+ = = 1. Add/Change Local Unit
+ = = 2. Delete Local Unit

~ 8. Installation-Specific Applications Menu
~ 9. View Documentation/Regulations Menu

- -1 View Governing Regulation (Primary)

+ = - 2. View End User Manual
+ -

~ 3. View Implementation Procedures

+ - = 4. View Maintenance Manual
+ - -5 View ISMSIS

*+ = = 6. View Configuration Control Manual
T

~ T 7. View Functional Description

Figure 3.4-1. PERSLOC Hierarchy Diagram — Continued.

3.4.1 Performance.

==> ecps_prg

Accessing PERSLOC forms is virtualy immediate. Large reports may take severa minutes to process,
depending on sze and complexity of queries. Disturbances in the connections to the system over any
telecommunications pathways may reduce the access time for PERSLOC forms and menus.

PERSLOC adheres to the following performance requirements:.

a Built around a relaiona database with a query capability to retrieve PERSLOC data
The processes used to retrieve data are easy to use, menu-driven, and require minimal
externd user training. Help screens and embedded tutorials are provided to enhance

user’s confidence and reduce training time.

b. Contains adictionary of data elements, codes and values that can be accessed on-line.
C. Didtinguishes between different types and levels of users for adequate data integrity and
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confidentiality. PERSLOC is able to restrict access to processes and data, based on
the type of user and the access authority granted.

Is available to the users 24 hours per day, 7 days per week, except for periods where
system maintenance is required. However, sysem maintenance will be performed
during low processing periods, e.g., on weekends.

Provides utilization and management gtatistics to track support module use, number of
users having access to the module, storage requirements for gpplications software,
storage requirements for PERSLOC data, and processing cycles required (average
daly, weekly, and monthly).

Produces an archival record of application/database changes.
Provides information concerning the verson in use for configuration management.

Provides the ability to do cross-system queries that will alow you to:
? Sdect and combine information from one or two files,

? Specify the ordering of datain reports,

? Specify exactly how the report is to appear with page headings and footings and
column headings,

? Save the specifications that generate each report and
? Save selected query results.

User-friendly. Some of the criteria used to determine the degree to which PERSLOC is

user-friendly are: the system learning curve, how well the user remembers how to use
the program, speed of performance, rate of user error, and user satisfaction. The way it

optimizes user friendliness is by displaying system data entry screens and menus in a
standard format with standard function keys used throughout the system.

Restricts access to functions by user name and password.

Provides a command line describing actions you can take on a specific screen. For
example, <F1> Hep. The user interface is sufficiently informative that an experienced
user will not have to rely on printed documents, such as user manuds, to execute the
normal tasks.

Treats dl dphabetic entries as the capitaized case; the systlem is not case sengtive.
Allows you to press the <Esc> key before completing any transaction.

Verifies data type, values, and ranges for each datafield.

Provides the option of directing system output to the screen, a printer, or afile.
Provides access to an eectronic mail system.

Designed to dlow data retrieval and querying functions to support any required reports.

3.4.2 Accuracy and Validity.
The following items represent the minimum accuracy and vaidity performance requirements:

a

Accuracy is criticd for data dements identifying requisitions/purchase requests, items
ordered, and accounting codes.

PERSLOC completely edits dl interactive and batch transactions for vaid codes in
each data dement and is congstent with other data dements in the transaction data in
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the database. If an error is made in data entry, PERSLOC will notify you and adlow
correction of the appropriate fields without forcing the re-keying of every entry. It
processes dl transactions through al edits and reports al errors.

C. In editing interactive and batch transactions, PERSLOC employs vaid code tables.
Changes to the code table are effective in the edits without programmer support.

d. PERSL OC incorporates transaction logging and error recovery procedures. It will not
lose data nor leave incomplete transactions in the database as a result of a system
mafunction.

e PERSLOC maintains accurate data and produces accurate reports, using al the datain
the syssem. Defining data fields that are sdlected or combined to produce the desired
report is crucia to the success of the gpplication. Caculations involving dollar amounts
are accurate to the third decima place and rounded to the .5 mil rule. Data transmitted
to PERSLOC are 100% accurate.

f. Fina validity of PERSLOC requires testing in accordance with test bed TB 18-104,
Army Automation - Testing of Computer Software and the ISV Configuration
Management Plan.

3.4.3 Timing.
There are three mgor concerns regarding timing:
a Availability of updated information from externa sources.

b. Availahility of information from the ingtalation shared database.
C. Responsiveness of the system to the user.

3.4.4 Availability of External Data.

PERSLOC is able to receive input data via magnetic media or electronic data transfer, either on-line
directly from another system or viamodem and download.

a User Profile Data. Since the primary purpose of PERSLOC is to reduce the redundant
entry of exiding data and reduce the probability of errors entering the system,
PERSLOC has user profile data posted to its data files. These data are used to
edtablish authorization for the individua to access the sysem and are tested againgt
personnel, unit, telephone, and address files.

b.
3.4.5 User Responsiveness.

a Response time from receipt of input data to availability of products. PERSLOC edits
interactive transactions and update tables on-line. Both invaid codes and incons stent
data e ements (transaction and resident) are corrected at the time of input. The data will
then be immediately available to al processes and sub-processes.

b. Response time to queries and updates.

@ Queries and updates for data input/update on an individua record will have an
immediate response time of not more than one second, ninety percent of the
time. This response time isthe target for a directly connected device, which are
not confused with communication-rdaed lag times-communication lags
dtributed to did-ins, communication controllers, multiplexors (MUXS),
concentrators, LANS, etc. This target response time is a database design
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requirement.

2 Queries and updates on multiple records provide adequate response in not
more than one second, ninety percent of the time. These transactions take
place within an inddlaion, assuming adequate application connectivity is in
effect.

3.4.6 Capacity Limits.

Capacity information is used to determine system software and data Storage requirements, equipment
requirements, and processing requirements. Capacity requirements during peace, trangition to war,
conflict, and de-mobilization will vary for individud 1SM/MISM agpplications according to the functions
performed and the ingdlation a which they are ingtdled. Capacity requirements for PERSLOC are
discussed in terms of estimated transaction volumes, number or users, and data retention. There are
severd categories of data or system usage which define capacity limits for the software implementation
of PERSLOC and its operation on a hardware platform. Table 3.25 lists each category for
consderation, the theoretical capacity limit, and a “practicd” upper bound, and a discusson of the
category where appropriate.

a PERSLOC Egtimated Transaction Volumes: Table 3.2.6 displays data for each of the
categories liged in Table 3.25 for amal, mid-sze, and large volume inddlations. The
numbers appearing within the table are based on smulated counts from the created
basdine. Also shown in Table 3.2.6 is a “worst-casg’ column. This represents the
largest data counts for a yet unseen “large’ ingdlation operating in an intense work-
effort period such as normaly associated with mobilization or wartime,

C. Data Retention: The PERSLOC Branch is required to maintain forwarding address
information on personnd who leave an inddlaion up to 12 months after the individua
has departed and maintain address information on newly arrived personnd for up to 12
months.  After 12 months, the information is purged from the Personne Locator
database.

Table3.2.5. Capacity Limits

Category Theoretical | Practical Category Discussion
Limit Limit

PERSLOC Unlimited/ In theory, there should be no limit to the maximum number
Transactions 500,000 personnel supported. On a practical basis, no existing
Executed installation currently has more than 75,000. An estimated
worst case is 500,000.

Outstanding Unlimited/ This is the primary barometer for determining the usage of
PERSLOC 9,999 PERSLOC at an ingtallation. In theory, thereisno limitation
Inquires to the on the number of personnel on an installation. A practical
System upper bound on the number of transactions per day from
any installation is estimated at 500. The practical upper
bound for the daily number of PERSLOC transactions per
individual employee is estimated at 50. The theoretical
upper bound is 9,999.
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Table3.2.5. Capacity Limits

Category Theoretical | Practical Category Discussion
Limit Limit

Maximum Unlimited/ These include: both active, inactive, and part-time users.
Users 9,999

Terminas Unlimited/ All terminals connected to the central processor, all of
Connected 999 which will not be used.

Simultaneous 100 Users connected to the central processor who can
Users potentially initiate afunctional process.

Table3.2.6. Estimated Transaction Volume by I nstallation Size Category

Usage Category Medium Large “Worst Case”

Personnel Locators

Business Day Transactions
Total Users

Total Terminals
Simultaneous Users
Database Size

3.4.7 Controls.

Through the “PERSLOC Initidization/Adminidration Menu”, the PERSLOC Adminidrator controls
which user LOGIN ID’s have access to the specific PERSLOC functions. The ingtdlation Directorate
of Information Management (DOIM) and ingdlation level SAFP for PERSLOC have established 1ISM
controls to ensure the proper use of the ISM in support of the overdl mission. The SA at the ANSOC
is respongble for supervisory controls, including system identification and security, user services, disk
management, file system adminidration, performance management, and interaction with operating
System controls.

3.5 CONTINGENCIESAND ALTERNATE STATESAND M ODESOF OPERATION,

There is no difference in the operation of this ISM during peacetime, war, or conditions of aert. During
any emergency condition, you must know how to safeguard againgt loss of information. This section
outlines methods used for saving and restoring data, implementing manua procedures, subgtituting
equipment, and operating in degraded mode.

CAUTION: In case of system failures, or “crashes,” and other abnorma shutdowns of the Ingtalation
computer or workstation, contact the SA or DOIM before continuing operation.

3.5.1 Failure Contingencies.

PERSLOC requires three types of falure contingency safeguards in case of user error or
hardware/software failure:

? Back Up
? Fall back
? Degraded Modes of Operation

35.1.1 Backup.
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Backups are copies (archives) of computer files that are made to preserve existing work. Failed systems
that have not been backed up may be impossible to recover. System recovery can require one or more
of the following:

a Program Backup. Use this backup to restore the latest version of the 1ISM application
software and is separate from the database.

b. Data Backup. Use this backup to restore the database to a point as it existed
immediately before a failure and comes from three sources:

@ Transaction Buffer. Work that is currently in progress is placed into a
temporary transaction buffer. If the RDBMS crashes, this temporary buffer will
be restored after the system is restarted. Both storage and recovery of
transaction buffers are performed automatically by the RDBMS.

2 Transaction Log. A record of al completed transactions is automatically written
to atransaction log. Thislog is written onto externa or removable media and
used to roll back transactions, restore databases from archives, and recover
from system fallures. Transactions thet are incomplete at the time of falure will
be permanently logt.

3 Database Backup. Thisis a copy of the entire database, which is made on a
daily basis, and which is used to recover a database that has been completely,
destroyed.

C. Electrical Power Backup. In case power to the computer is suddenly logt, an un-
interruptible power system (UPS) will automatically provide between 20 and 30 minutes
of continuous power to the syssem. This prevents the computer from shutting down in
the middle of saving files.

Backup requirements are those, necessary to ensure continued achievement of system functions. There
are two primary types of system backup:

a Automatic Backup. The system automaticaly saves work entered into system memory
to a restorable temporary file. The purpose is to save on-going work from lossin case
of an abnorma system shutdown. On restart of the system, the user is informed that a
temporary file exigs from a previous abnormaly ended session, and can be queried on
whether or not the system should restore the files.

b. Routine Backup. The system does routine periodic backups. The backup of data
tables that were changed during the day is backed up to externa or removable media
during the end-of-day functions. The system keeps track of the time lapse between
backups and natifies the user if a (table-driven) period of time has been exceeded
without performing a backup. For example, if the end-of-day routine requires a backup
of certain data tables and if the system detects that no backup function has been
performed during a 24-hour period, then the SA is notified and told to perform the
backup before beginning the next day’s processng. The backup and subsequent
restore processes are easy for the SA to perform.

3.5.1.2 Fall Back.

Usefdl back techniques to ensure the continued satisfaction of the specific requirements of the systemiin
the event of a system failure.

a Workdation falures. There are two, primary fal back techniques:
(1)  Altenae Equipment. If atermina or PC workstation fails, another one should
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b.

be used in its place. If a printer fals or is unavailable, print output should be
rerouted to another printer or the printer should be replaced.

2 Manud Operations. If automated system is not available, manua procedures
should be used to perform transactions until the automated system is back in
operation. When the system is back in operation, the manud transactions are
entered into the system. The system includes the ability to reroute output to
different devices in the event tha the normal output device is unavaladle. For
example, if a standard report is normdly routed to a specific printer, the user
has the option of re-directing the output to another printer as the stuation
dictates.

Ingdlation Falures In case the inddlation sysem fals, you should contact the
ingdlation SA or DOIM for ingructions.

3.5.1.3 Degraded Modes of Operation.

This provides for operating the system according to a priority established in order of importance or
urgency. The priority for operating any 1SM in degraded mode is as follows.

Table3.5.1. Degraded Modes of Operation

Interactive input of data

Standard report generation

Loading input data from other sources (e.g., ASMIS)

Transmitting datato other organizations (e.g., Staff Agencies)

Ad hoc queries of the database

3.5.2 Restart/Recovery.

a

Generd. The application software requires no restart procedures. However, the
RDBMS automatically logs transactions that are completed. If the RDBMS crashes, an
archive copy of the database is restored to disk, and the database is rolled forward to a
point just before the failure. If any transactions were not completed, the database will be
rolled back to the last completed transaction.

Policy. RDBMS transaction logging is automatic and has the default “checkpoint
interva” of 20 minutes, which can be changed by the Database Adminigtrator (DBA).
Backups of the database must be performed a minimum of once per day. Backups of
the application software can be conveniently performed when the database is backed
up. ANSOC personne will perform backups of applications, the ILIDB, and subject
area databases.

Data Recovery. In case the ISM program has been corrupted or destroyed, the
backup copy is restored. To recover a destroyed database, the latest backup is
restored and then the contents of the transaction log read in. When the system is
retarted, it checks for the exisence of a complete transaction and automaticaly
recovers, the RDBMS natifies users when an automatic recovery from backup is being
performed.

3.6 SECURITY AND PRIVACY.,

The information contained in this goplication is desgnated unclassfied sengtive-two (US-2). US-2 is
unclassfied information, which primarily must be protected to ensure its availability and/or integrity. This

316



Version 10.00 AISM 25-P21-AQ03-AIX-SUM 01 December 1999

information also requires protection from unauthorized personne to ensure confidentidity. Examples of
US-2 include information dedling with logistics, medica care, personne management, Privecy Act data,
contractud data and For Officid Use Only (FOUO) information. All data, which is subject to the
Privacy Act, pursuant to Public Law 93-579, will be handled in such a manner as to preclude
unauthorized release of the information. The Personnd Locator application data tables will contain
information that must be safeguarded againgt unauthorized assess. Only users with avaid login ID and
PASSWORD may access the PERSLOC ISM. PERSLOC SA must grant privileges to a user to
access the various options of the ISM.

3.6.1 Threat Types.

There are several possible threats to which the system could be subjected. These threats are taken into
consderation in the development of safeguards.

3.6.2 Unauthorized Access.

This type of threat concerns an individud attempting to gain access to the system who is not authorized
to either use the system or has a “need to know.” The system provides safeguards againgt these types
of “hackers’ or “idle curiogty seekers.”

3.6.2.1 Fraud and Embezzlement.

This type of threet concerns an individual authorized system access atempting to fasfy requigtion
records for purpose of acquiring unauthorized items. The system provides safeguards against any one
individua having complete control over an entire accounting transaction; and maintains permanent,
unalterable audit logs of record access.

3.6.2.2 Othe Threat.

This type of threst concerns the physica misappropriation of the computer containing the application
program and its data bank/database. The system includes safeguards such as encryption of data
dements, if gopropriate, to prevent sengtive data from faling into the wrong hands by physica
misappropriation of the system hardware.

3.6.2.3 Servicelnterruption/Degradation.

This type threat is normally related to scheduled or unscheduled availability of the system to run the
gpplication as intended. The disruption may be due to power outages, environmental Situations, etc.
The system provides safeguards for restoring systems abnormally terminated/shut down.

3.6.2.4 Human Errorsof Commisson and Omission.

This type of threat is normdly related to user cardlessness or ignorance. The system provides
safeguards by automatically performing edit checks for enumerated values, acceptable ranges, etc.

3.6.25 Privacy Violations.

This type of threat involves unauthorized release of personnd information protected under the Privecy
Act of 1974, Section 5, United States Code 552a. Data elements identified as protected under the
Privacy Act are safeguarded by the system through encryption, user access levels, or other controls as
appropriate.

3.6.26 Sabotage.

This type of threat would mogt likely involve an authorized user deliberately erasing or otherwise
destroying system data files and/or backup file media The system periodicaly determines duration
between system sessions and last system backup. The system aso periodically requires a backup to be
generated if some predetermined number of sessons has occurred without the operator voluntarily
performing a backup operation. The backup ensures that at least three separate backup copies are
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maintained and the system cycles through them interactively.
3.6.2.7 Industrial/Military Espionage.

This threat would normaly involve aformer user gaining access to the system for some persona benefit.
The system provides safeguards to require inactive USERID to be ddeted from the sysem. The
system a so requires periodic mandatory change of authorized user passwords.

WARNING

IT IS A VIOLATION OF FEDERAL LAW TO ACCESS, COPY, OR
OTHERWISE USE GOVERNMENT COMPUTER RESOURCES WITHOUT
SPECIFIC AUTHORIZATION.

3.7 ASSISTANCE AND PROBLEM REPORTING,

Obtain assstance by contacting the Customer Assistance Office (CAO) at the appropriate ANSOC,
unless ingructed to report to an intermediate source first. Report problems using the procedures
described in the Configuration Control Manua, AISM 25-P21-A03-AlIX-CCM. Use DA Form 5005-
R, “Engineering Change Proposal-Software (ECP-S)” to report the problem and submit it to the
appropriate ANSOC. You may report the problems on the Fort Huachuca hot line DSN: 879-
6798/6858 or on commercia line 1-800-305-3036.
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4 ACCESSTO THE SOFTWARE

This section provides the indructions necessary to assst both the first-time and occasona end users of
the PERSLOC 1SM gpplication in gaining access to the system. This section aso describes how to
access PERSLOC rdiably without detailed knowledge of the functiond capabilities of the application.
The symbols shown in Figure 4-1 are notationa conventions used throughout this manual.

Table4.1. Notational Conventions
MEANING

<key> Press the specified key.

<keyl> <key2> Press and release <key1> then press and release key 2.

<keyl>/<key2> Press and hold key1 while pressing key2, then release both.

<F1 FUNCTION> Denotes a screen-labeled function key and its function.

<message> Denotes a message displayed on-screen.

{ prompt} Denotes a prompt that requires aresponse.

“text” Type the text within the quotes (do not type the “ marks).

4.1 FIRST-TIME USER OF THE SOFTWARE,

This section discusses procedures for the first time use of PERSLOC. Each user must have a USERID
and a password to access PERSLOC. The USERID identifies you to the system and the password
further verifies the level of access you will have. The SA is respongble for assgning USERID and
passwvords.  After the finad workday transaction has been completed, press <F6> until the LOGIN
prompt gppears and switch off the monitor.

4.1.1 Equipment familiarization.

This section describes how to access PERSLOC using the 386/486 PC. The following paragraphs
describe the specificationg/attributes of the equipment supporting PERSLOC.:

a Power and Adjustments.

Q Make sure the PC and monitor are plugged into a power outlet, and that the
keyboard is plugged into the PC.

2 Firdt, press the power switch to turn on the PC. Then, press the power switch
to turn on the monitor. After boot-up is complete, the operating system prompt
will appear.

3 Adjust the angle of the viewing screen by tilting it up, or down or swiveling it left
toright. If necessary, adjust the brightness and contrast.

b. Cursor. The cursor shows the position where typed-in text will appear on the screen.

1) Four cursor types are available: line or block, blinking or not blinking. Set
cursor type using the operating system setup.

2 Y ou can use the <Enter> key, arrow keys, or <Tab> key to position the cursor
at the desired data entry point.
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C. Keyboard Layout. There are 12 function keys, labeled <F1> through <F12>, |ocated
across the top of the keyboard. PERSLOC does not support the use of a mouse.

@ Refer to Section 8, “ISM User Interface Standards’, to find out what each
function key means when using the software.

2 Specidized function keys, which may not gppear in Section 8, are described
throughout Section 5, Processing Reference Guide.

d. Turning Power Off. If you want to turn off the power to the computer, you should first
press <F3> to save any work in progress, then press <F6> until the UNIX login ID
gopears. When using Telnet or Procomm, there is no need to logout first. However, if
you have more than two sessions running & the same time, you should end al sessions
before turning off the PC.

4.1.2 Accesscontrol.

This paragraph presents an overview of PERSLOC access and relevant security features.

a Obtaining a password. The system needs a unique login and password for a user to
access. The PERSLOC SA must aso grant access privileges to a user to run the
different options of the ISM. The PERSLOC SA for the inddlation should be
contacted for information relative to access to PERSLOC.

b. Password Controlled Functions. The installation PERSLOC SA should be contacted
for information about password controlled functions.

C. Report Security and Privacy Considerations. Data eements identified as protected
under the Privacy Act are safeguarded through user access levels.

4.1.3 Ingallation and setup.

The U.S. Army 7th Signal Command supervises PERSLOC ingdlation. ANSOC personnd ingdl the
gpplication software onto the host computer, and the ANSOC SA administers the syssem. The
PERSLOC FA is responsible for initid setup and customization according to requirements of the
ingtalation where PERSLOC is being used. AISM 25-P21-A03-AIX-SIP, PERSLOC Software
Ingtalation Plan (SIP), contains both ingdlation and initid setup ingructions. To be identified as a user
or authorized to access or ingtall PERSLOC software, contact the PERSLOC FA.

4.2 INITIATING A SESSION,

To successfully access the PERSLOC host computer, you musgt first obtain the necessary log-in name
and password from your SA. If your PC has a direct connect to the LAN, then use the procedure to
login to PERSLOC.

4.2.1 Beginning PERSLOC Processing.

After successfully logging-in to PERSLOC via the ISM computer, you are ready to begin processing.
Upon accessing PERSLOC, a gtart-up ‘warning’ screen as shown in Figure 4.2.2 will appear.
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You have reached a US Government computer or data base, used solely

by the US Government, its officers, and agents. It is a violation

of the Federal Law, to access and use US Government computer resources
without specific authorization. Each access is subject to recording
and auditing. UWithout specific authorization from US Government, you
are an intruder. Intruders are subject to criminal prosecution, fine,
and/or imprisonment.

Press RETURN to continue; F6 = CAHCEL to exit

Fgure4.2-1. Federal Warning Screen

To continue, press <Enter>. Then, follow the indructions supplied in Section 5,
Processing Reference Guide.

To cancd and return to the {Login:} prompt, press <F6>. Then, follow the
appropriate procedure for disconnecting from the ISM computer:

@ Press <Alt/X> to exit a Telnet sesson, or
2 Press <Cirl/X> twice to exit an ISM diding session.

4.3 STOPPING AND SUSPENDING WORK,

You can stop work and exit the system at any time, but before exiting, press <F3> to save current

information.
a

To stop or interrupt use of the system, press <F6> to abort system sart-up (if the
warning screen is gill displayed) or to get back to the Master Menu (if the system is

aready running).

To suspend an operation, refer to the paragraph in this manua describing that specific
operation.
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5 PROCESSING REFERENCE GUIDE

This section provides detailed descriptions of the functional and technica processing capabilities of the
PERSLOC ISM application.

5.1 CAPABILITIES,

This section describes the capabilities of PERSLOC and the inter-relationships of its functions, menus,
screens, and reports.  The paragraph 5.3, below discusses the functiondlity, which is currently
implemented in verson 10.00. The remaining functiondity will be implemented through the Engineering
Change Proposal-Software (ECP-S) process.

5.2 (CONVENTIONS,

This section presents the standard conventions used throughout the application.

Menu selection: Use the arrow keys to position a menu bar and highlight your sdlection,
then press the <Enter> key to select the menu item. Menu items may
adso be sdected by typing the number of your choice and pressng
<Enter>.

Menu de-sdlection: Press <F6> to move to a previous menu leve or to cancel an action.
To change a keyed-in menu sdlection, press the backspace key to clear
the buffer, then key in the new sdection and press <Enter>.

Entering dates. At a“Date Range Sdlection Menu”, enter datesas YYYY/MM/DD or

YYYYMMDD or YYMMDD. The current date responds to “today”
or “t". Daes ae converted to the following format for display:

“YYYY/MM/DD”.

Entering time: Use military time a a “Time Range Sdection Menu™. Typing “now”
insarts the current military time.

SSN Identification: PERSLOC uses the SSN throughout to identify a soldier. Entering a

SSN displays exigting system data for that soldier. From a blank menu,
entering the SSN will fill the buffer for the SSN fidd, which will then
digolay sysem information. If the field is dready populated with a SSN
from a previous entry however, you must press <Enter> to activate the

search function.

Message line: As you advance to each field, the system displays ingtructions specific
to the current field at the bottom of the screen.

Field choices: When completing an input screen, values associated with the fidd are

available for display if the F2 box at the bottom of the screen displays
“Choices” Pressing <F2> will digdlay a lig of fidd vaues in a*pop-
up” window, at the top of the screen. Highlight your choice from the list
and press <Enter> to sdect that fiedld vaue (From some sdection
menus, the system prompts you to use <F2> to mark sdections. In this
case sdlections are marked with a“>" character.)

“Choices’ screens may include up and down pointers at the right side of
the screen.  This indicates that more choices are available for the field
than can gppear a onetime. A “down pointer” signds that more field
choices can be viewed on the next page (accessed by <F3> or <Page
Up> or <Ctrl/W>). An “up pointer” signas that previous choices can
be redisplayed (accessed by <Page Down> or <Ctrl/V> or <F2>,
previous page). Use the <Home> key to go back to the beginning of
the lis; <End> moves to the last choice of thelist. You can dso key in
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thefirst few letters of a sdection to pogtion the menu bar directly to that
field (e.g., to quickly sdlect “United States’ from a list of countries, key
in“uni”).

Case sendtive: Since UNIX is case sengtive, entering items with the Caps Lock key
active may not produce the results dedred. Since items entered
lowercase, will be converted automatically to uppercase, do not
activate the Caps Lock function.

Record locking: In areationa database, a record, can only be accessed by one user at
atime. A Structured Query Language (SQL) error message may
appear during operation of the system if a record you are trying to
access islocked by another user. In this event, cancel the operation and
reattempt access after a few minutes. SQL errors related to record
locking are as follows. 233, 243, 244, 245, 246, 250, 271, 289, 291,
378, and 534.

Some of the standard Function Key (PF Key) definitions for PERSLOC Software are in this section.
Section 8 contains additiond information on user interface standards.

Table5.1.1. Definitionsof Function Keys

KEY FUNCTION

<F1> Display context-sensitive HEL P screen

<F2> Display choices of itemsfor selected field. Also allowsyou to mark an item.

<F3> Accept entries and move to next activity.

<F6> DO NOT accept entries--return to previous activity.

<F8> Display next set of function keys.

<F8><F1> Prints the requested form/report.

<F8><F2> View the requested form/report.

<F8><F4> Will return to the previous page.

<F8><F5> Moves the data displayed on-screen down one page.

5.2.1 Input Requirements

PERSLOC isto be used as an interactive gpplication. This meansthat it is designed for access and use
from a termina. PERSLOC gets data resding in the application’s specific subject area database
(SADB); however, PERSLOC may aso retrieve input from the ILIDB. Initidly, the mgority of the data
input will be from the end user. But as users add to the common SADB, more and more of the data
needed, will be provided. Some reports and queries will require you to specify a range of dates to
begin and end the report or query. Other times, you will provide a Socia Security Number (SSN) to
locate pecific pieces of information for an individud.

5.2.2 Input Formats

In generd, PERSLOC menus and data entry screens provide format ingtructions for the fieds they
contain. Additiona ingruction on the format or nature of the expected input may be obtained by
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pressng <F1 HELP> or <F2 CHOICES>. Appendix “E’ of the PERSLOC FD contains a Data
Element Dictionary, which describes composition and length of data eements used by this system.

5.2.3 Composition Rules

PERSLOC screens show you each fidld's expected number of characters or the character limit. Some
fields have range and vadidity checks. If you make an incorrect entry, you will be provided a meaningful
€rror message.

5.24 Input Vocabulary

Each screen is compaosed of text describing expected input, fields to accept your input, amessage line at
the bottom for input directions, and occasondly, a pop-up error message. Some screens accept so
much information thet it is not possible to describe the fidd fully, so an ement abbreviation is put on
your screen. Appendix “E” of the PERSLOC FD contains a list of PERSLOC data elements, their
abbreviations, and formats.

5.25 Output Requirements.

PERSLOC output is generated in three basic media: to screen, to printer, and to afile. Screen output is
used for system queries when on-line information viewing is adequate. Tape output will be used ether
by the application or SA to send data to remote locations. Reports and/or queries that are required in
hard copy will go to your printer.

5.2.6 Output Formats.

Indl cases, the format of the output is controlled by the gpplication, and you will seeit asit is designed.
Changes to output formats must be requested through your application adminigtrator via ECP-S. (See
PERSLOC Customer Assstance function described in paragraph 5.3.5.).

5.2.7 SampleOutputs.

PERSLOC is an interactive application, most of your output will be to your screen and will be easily
read. Reports can be verified on your screen before they are printed.

5.2.8 Output Vocabulary.
All output is selected viamenus.
5.3 PROCESSING PROCEDURES.

This section describes the processing capabilities of PERSLOC. Paragraphs 5.3.1 through 5.3.9
provide a detailed walk-through of each of the procedures, menus, and/or data entry screens that make
up the functional processes of PERSLOC.

All sections provide an explanation of each procedure, menus, and/or data entry screens that make up
the functiona processes of PERSLOC.

The processing procedure of PERSLOC garts from the initial screen of PERSLOC, referred to as the
“Warning” screen (Figure 4.2.2).
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Fgure5.3-1. Welcome Screen

From the “Warning” screen of PERSLOC, you have two options. Press <Enter> to display the
PERSLOC “Welcome” screen or press <F6> Function Key to exit from PERSLOC and return to the
UNIX LOGIN prompt. The processng procedures described in the following paragraphs are
organized by menu, beginning with the highest level menu - the “Magter Menu”. Refer to Figure 34-1
PERSLOC Hierarchy Diagram for an overal view of the menu structure.

STEP 1. After pressng <Enter> with dart-up warning screen displayed, press <Enter> to
display PERSLOC “Welcome Screen”. Most processes have help screens. To access
ahelp screen, press<F1> a any time. Use help screens whenever you want guidance
in performing functions or entering data.

STEP 2. Press <Enter> to display “Master Menu’.

Haster Henu
Peacetime Henu
Transition to War Henu
Wartime HMenu
Demobilization Henu
Customer Assistance Henu
Problem Reports~-ECP-5 Submission
PERSLOC Initialization- Admin Henu
Installation-Specific Applications Henhu
Uieuw Documentation-Regulations Henu

003 =1 On e LD PO

Fgure5.3-2. Master Menu

Help menus have been provided for each process. By pressing <F1>, which is the designated HELP
key, before selecting each menu, form or order, it is possible to access an indructiond narrative. This
HELP facility provides detalled guidance and support when you may need further indruction for
gppropriate actions and entries.  In certain Stuations, some portions of the ISM have not yet been
developed and you will be presented with a“HELP’ screen smilar to the example shown below.

Debacils af keu bthis 15H 6 to be used dusieg "transitiem te war”
are still being developed. As they become avallable, they will Be

incorporated.

You will not normaly have access to the “PERSLOC Initidization/Adminigtration Menu”. However,
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you will have access controlled on an individud bass by the PERSLOC Adminisrator who is
responsble for PERSLOC security and accesses the Initidization/Adminigtration Menu to define user
profiles, ingtal system printers, maintain ad hoc queries etc. The PERSLOC Adminigtrator has access
to the entire system and he should be consulted in case of quegtions. Most of PERSLOC user
functiondity is accessed from the “ Peacetime Menu'”.

5.3.1 Peacetime Menu.

Highlight this menu from the “Master Menu” and press <Enter> to enter the “Peacetime Menu”. Select
this menu from the “Magter Menu,” to access the main PERSLOC functions.

Peacetime Henu

1. Hilitary Telephone Locator Service Henu
2. Civilian Telephone Locator Service Henu

Hail Directory Service Henu
Address Tahle Henu

Phone Tahle Henu

Print Address Labels by 5SH
Print Address Labels by Hame
Batch Print Address Lahels Henu
Report Henu

18. Ad Hoc QOuery

3
4
5.
6.
[
8
9

Fgure5.3-1. Peacetime Menu
Highlight your selection and press <Enter>.
53.1.1 Military Telephone Locator Service Menu.

This menu alows you to search for telephone information about military personne. To sdect this
option, highlight this menu from the * Peacetime Menu,” and press <Enter>. “Military Telephone Locator
Service Menu,” will appesar.

ili Telephone Locator Service Henu
1. Brouse Hilitary Phone by Hame
Figure 5.3-1. Military Telephone Locator Service Menu
Highlight your sdlection and press <Enter>.

5.3.1.2 BrowseMilitary Phone by Name.

To locate military telephone information by name, select this item from the “Military Telephone Locator
Service Menu”. The“Browse Military Phone by Name’ will appear.

Brouwse Hilitary Phone by Hame

Name:

F3 = SAVE to browse military personnel
F6 = CAHCEL

Figure 5.3-1. Browse Military Phone by Name

Enter the full name in the format of LAST, FIRST and MIDDLE, and press <F3> to browse military
personnel. If you are not sure of the correct name, or the spelling, you can type in one or more |etters
of the last name and press <F3> to browse military personnd. If you have chosen to enter only a
portion of the name, a screen will appear showing alist of severd individuas that might possibly contain
the individua you are interested in. 'Y ou can use the UP or DOWN ARROW key or the PAGE UP or
PAGE DOWN key to highlight and sdlect the individud. Once the individua has been entered (either
directly or by sdecting from the list), the “Display Telephone Number (Military)” screen will gppesr.

55



Version 10.00 AISM 25-P21-AQ03-AIX-SUM 01 December 1999

Display Telephone Humber C(Hilitaryg)d

Home ; RAFRY CHIX
SBH
o Speciality Code: 13108

Butovon Prefix :
Tel one Hunber:
FAK Rutoven Prefix:
Fal Fumbar H

Office Symbol Control Humber;
Remarks:

FATEs = RDDRESEE for address information
F3 = SAUL to previous soreen; PG = CRHECEL

Thisscreen ismainly for viewing information. 'Y ou can make changes to the “ Remarks’ information only
on this screen. Section 5.3.1.5, Phone Table Menu will discuss how to change the information. To exit
this screen, press <F3> to return to the screen you sdected a name from or press <F6> to return to the
“Military Telephone Locator Service Menu”.

If you sdlect a person who is no longer assigned to this ingdlation, the following error message will
appear.
ERROR -Ho Hil Phone Record found (Name)

No military record was found with this name.
Please check the spelling of your entry.

RETURN to continue

Press <Enter> to continue. Pressng <F8/F6> from the Display Telephone Number (Military) screen
will disolay the following screen.

Dizplay Fordaérding Address (Halitary?

Hame: o5 Rank : 5PC Box Ha:
Uniktname:
Hew Organization:
Unit 0f Bssigrment;
|Permission To Give Dut Address? _ (Privacy Act) FPurge Date:
| 01d Address:

Zipcode;

teu Address: WLDS CO 1 5TU

Lipcode;

LEE, Uf
Date Departed 0ld Org: ACTIUE Oate Due Hew Org:
Off Address:

Zipoode;

Femarks:

If Oeparting: HD Issuing Orders:
Order Humber: Order Date: _
FB-F& = PHOME for phone information

F3 = SAUE to previpus screen; FE<F] = PRIHT LABEL; F& = CAHCEL

To exit this screen, press <F3> to return to the screen you selected a name from or press <F6> to
return to the “Military Telephone Locator Service Menu”.

Pressng <F8/F6> will display the phone information screen. Pressng <F8/F1> will display the print
verification screen to alow you to print |abdl.

5.3.1.3 InquireMilitary Phone by SSN.

To locate military telephone information by SSN, sdect this item from the “Military Telephone Locator
SarviceMenu”. “Inquire Military Phone by SSN” will appesr.
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Inquire Hilitary Phone hy SSH

Social Security Ho:

F3 = SAVE to process: F6 = CANCEL

Figure5.3-1. Inquire Military Phone by SSN

Enter a 9-digit SSN and press <F3> to process to retrieve the telephone number information for the
gopropriate individua. 1f the SSN you entered is vaid (in the database), “Display Telephone Number

(Military)” will appeer.

Oisplay Telephone Hunber (Hilitary)

Speciality Code: 131AA

i WSAHED RCT DI
Owty Status; SEP Projected Arrival Date:

Mutovon Prefix
Telephone Humber:
FAY Putovon Prefix:
FaY Humber -

Oftice Symbol Control Humber:
Remarks:

8/F6 = ADOREEE lor address information
F3 = SAVL to previous screen; P& = CAMCEL

This form displays the phone information for the specified soldier. Press <F3> to return to the “Inquire
Military Phone by SSN,” screen and enter another SSN, or press <F6> to cancd and return to the
“Military Telephone Locator Service Menu”. Pressing <F8/F6> will display the following screen.

Display Forwarding Address (Halitary?

Hame: ool Rank : 5PC Box Ha:
Uniktname:
Heu Organization:
Unit 0f Bssigrment;
|Permission To Give Dut Address? _ (Privacy Act? FPurge Date:
01d Address:

Zipcode:;

Heu Address: U o 1 5TU
UR

ipcode;

FT _LEE, Zip
Date Departed Drg: ACTIUE Oate Due Hew Org:
Off Address:

Zipoode;

Femarks:

If Oeparting: HD Issuing Orders:
Order Humber: Order Date:
FB<F& = PHOME for phone information
F3 = SAUE to previows scresn; FB-FI1 = PRINT LRBEL; P& = CAHCEL

To exit this screen, press <F3> to return to the previous screen you selected or press <F6> to return to
the “Military Telephone Locator Service Menu”. Pressing <F8/F6> will disolay the phone information
screen. Pressing <F8/F1> will display the print verification screen to engble you to print labdl.

If this person no longer lives a the ingdlation, then an error message will gppear.

5.3.1.4 Civilian Telephone Locator Service Menu.

This item dlows you to search for telephone information about civilian personnd. To access this
function, select this menu from the “Peacetime Menu”. “Civilian Telephone Locator Service Menu,” will

appear.
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Civilian Telephone Locator Service Henu

1. Brouse Civilian Phone hy Hame
22. Inguire Civilian Phone hy 55SH
Figure5.3-1. Civilian Telephone Locator Service Menu

5.3.1.5 Browse Civilian Phone by Name.

To locate civilian telephone information by name, sdect this option from the “ Civilian Telephone Locator
Service Menu”. The “Browse Civilian Phone by Name’, screen will appear.

Browse Civilian Phone by Hame

Name:

F3 = SAVE to brouse civilian personnel
F6 = CANCEL

Figure 5.3-1. Browse Civilian Phone by Name

Enter the full name in the format of Last, Firs, and Middle, and press <F3> to browse civilian
personnel. If you are not sure of the correct name, or the spelling, you can type in one or more |etters
of the last name and press <F3> to browse civilian personnd. If you have chosen to enter only a
portion of the name, the following screen will gppear showing a lig of severd individuds that might
possibly contain the individud you are interested in.

You can use the UP or DOWN ARROW key or the PAGE UP or PAGE DOWN keys to highlight and sdlect
the individual. Once the individua has been entered (either directly or by sdecting from the ligt), the
“Digplay Teephone Number (Civilian),” will appear.

Display Telephone Humber (Civilian)
Hame : EDUARDS AHGELA Y
Grade : GSABS

CPO Dffice: 1SH CPOD Office

Autovon Prefix :
Local Telephone Humber:

FAX Autovon Prefix .
Commercial FAX Humber :

Office Symbol Control HNumber:

F3 = SAVE to previous screen; F6 = CANCEL

You can only view this screen.  You can not change any information on this screen.  To edit any
information shown, see Section 5.3.1.5, Phone Table Menu of this document. To exit this screen, press
<F3> to return to the “Civilian Telephone Locator Service Menu”, or press <F6> to cancel and return
to the “Peacetime Menu”. If you sdect a person that no longer is assgned at the ingalation, the

following error message will appear.

ERRQA -Ho Civilian Phone Record

Mo civilian phone record was found uith these criteria.

RETUAN to continue

5.3.1.6 InquireCivilian Phone by SSN.

To locate civilian telephone information by SSN, select this option from the “ Civilian Telephone Locator
Sarvice Menu’.
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Inquire Civilian Phone by 55H 1

Social Security Ho:

F3 = SAVE to process; Fb6 = CANCEL

Figure5.3-1. Inquire Civilian Phone by SSN

Enter a 9-digit SSN and press <F3> to process. If the information you requested is available, the
“Display Tdephone Number (Civilian),” screen will appear with dl of the tdephone information
associated with that SSN.

Display Telephone Humber (Civilian)
Hame : EDUARDS AHGELA Y
Grade : G585

CPO Office: ISH CPO Office

Autovon Prefix :
Local Telephone Humber:

FAX Autovon Prefix
Commercial FAX Humber :

Office Symbol Control Humber:
= SAVE to previous screen; F6 = CANCEL

Press <F3> to return to the “Inquire Civilian Phone by SSN,” screen and enter another SSN, or press
<F6> to cancd and return to the “Civilian Telephone Locator Service Menu”.  If this person is no
longer assigned to the ingtdlation, an error message will gppear.

ERROR =Civilian Record not found = 55H

Please check for correct SOCIAL SECURITY HUMBER. Ho records were found
for this social security mumber.

RETURH to continuwe

Press <Enter> to continue.
5.3.1.7 Mail Directory Service Menu.

This menu dlows you to locate address information for military personnd. To access this menu, select
Mail Directory Service Menu from the “Peacetime Menu”. “Mail Directory Service Menu”, will

appear.
Hail Directory Service Henu

1. Brouwse Hilitary Address hy Hame

»2. Inguire Hilitary Address by SSH

Figure5.3-1. Mail Directory Service Menu

5.3.1.8 BrowseMilitary Address by Name.

To locate military addresses by name, sdlect this option from the “Mail Directory Service Menu”. The
“Browse Military Address by Name’, screen will appear prompting you to enter a name or a portion of
anamein theformat LAST, FIRST and MIDDLE.

Brouse Hilitary Address hy Hame

Hame:

SAVE to browse military address
F6 = CAHCEL
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Fgure5.3-1. Browse Military Address by Name

If you are not sure of the correct name, or the spelling, you can type in one or more letters of the last
name and press <F3> to browse military personnd. If you have chosen to enter only a portion of the
name, the fallowing screen will gppear showing a ligt of severd individuas that might possibly contain
the individud you are interested in.

Y ou can use the UP or DOWN ARROW key or the PAGE UP or PAGE DOWN key to highlight and sdlect
the individual. Once the individua has been entered (either directly or by sdecting from the ligt), the
“Display Forwarding Address (Military)”, screen will appear showing the address information.

Cisplay Fordirding Address (Halitary?
Hame: 55H: Rank : 5PC Box Hao:
Unitname:
teu Organization:
|Unit 0f Bssigrment:
|Permizsion To Give Dut Address? _ (Privacy Act) Furge Date:
|01d Address:

Zipocode;

Heu Address: 05 Co 1 5TU

LEE, UA Lipcode:
Date Departed 0ld Org: ACTIUE Date Due Hew Org:
0ff Address:

Zlipoode:

| Remarks:

If Oeparting: HD Issuing Orders:
Order Humber: Order Date: _
FB-F& = FHOME for phone information

F3 = SAUE to previous screen; FESFD = PRIMT LABEL; P& = CAHCEL

Press <F3> to return to the previous screen or press <F8> then <F6> for phone information or press
<F8> then <F1> to print amailing labd or press <F6> to cancd and return to the personnd locator
menu.

If you have selected the PRINT option, then the system will prompt for the mailing address you want to
print with the following screen.

Frint Address Labels - Uerify Aecord

Social Segurity Hunber: 888111231
Home: AATRY CHIX Aank: CH3

Hailing Address to Print 0 to 30; 1

£ I penoehe : =

F3 = BAUE to print; FE * CAMCEL
FB-FZ = SRUE teo kateh print file

Enter 1, 2, or 3 of the mailing address to be printed or press <F2> for choices.

Hailing Address
»1. Unit Address
2. Hew Address
3. Off Post Address

Highlight one of the three options and press <Enter>. Press <F3> to process. The “Printer
Dedtination” screen will appear.

Print Destination C(v. 2.82)
Humber of Copies: 81

Printer Class: LASER PRINTER
Printer Hame:

= SAVUE to print; F6 = CAHCEL
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Fedd Description

Number of Copies: Enter a one or two digit number for the number of copies you
want.

Printer Class: Enter the class of the printer or press <F2> for choices.

Printer Class Options
LASBER PRINTER

DRAFT-80 ©OL
DRAFT-132 COL/COND

Printer Name: Enter an available printer, from the selected class or press <F2> for
choices.

Avallable Printers
LAZER PRINTER
laser_un_zeus LASER IN CLAZIROOM
SLAVE PRINTER Any printer attached to your TERMINAL/PC

Press <F3> to print or <F6> to cancdl.
Pressing <F8/F2> will display the following screen.

Batch Print Get Copies

Humber of copies (1 to 9): 1

F3 = SAVE to batch file; F6 = CANCEL

Press <F3> to save batch file or <F6> to cancd.

If you have sdected the PHONE option, then the “ Display Telephone Number (Military)” will appear.
If no phone information is available or if you select a person that is no longer assigned to thisingdlation,
an error message will appear. Press <F3> to go back to “Display Forwarding Address (Military)”
screen or <F6> to return to the “Mail Directory Services Menu'”.

5.3.1.9 InquireMilitary Addressby SSN.

To locate military personnel addresses by SSN, select Inquire Military Address by SSN from the “Mail
Directory Service Menu”. “Inquire Military Phone by SSN”, will appesr.

Inquire Hilitary Address by SSH

Social Security Ho:

= SAHVUE to process; Fb = CAHCEL

Figure5.3-1. Inquire Military Address by SSN

Enter SSN. Press <F3> to proceed to the next screen, or press <F6> to cancel and return to the “Mall
Directory Service Menu”. By pressing <F3> to process, the “Display Forwarding Address (Military)”
screen will appear, filled with information about the person selected.
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Cisplay Fordirding Address (Halitary?
| Hame! 55H: Rank : 5PC Box Hao:
Unitname:
teu Organization:
|Unit 0f Bssigrment:
|Permizsion To Give Dut Address? _ {Privacy Act) FPurge Date:
|01d Address:

Zipocode;

Meu Address: ULDS CO I 5TU

E1 _LEE, VA Zipcode:
Date Departed 0ld Org: ACTIUE Date Due Hew Org:
| 0ff Address:

Zlipoode:

| Remarks:

| If Oeparting: HD Issuing Orders:
Order Humber: _ T Order Date: _
FB-F& = FHOME for phone information

F3 = SAUE to previous screen; FESFD = PRIMT LABEL; P& = CAHCEL

Press <F3> to return to the previous screen or press <F8> then <F6> for phone information or press
<F8> then <F1> to print amailing labd or press <F6> to cancd and return to the personnd locator
menu.

5.3.1.10 Address Table Menu.

This menu alows you to add, change, or delete one or more addresses from the address database. To
access this menu, sdlect this option from the “ Peacetime Menu”. The following screen will gppear.

Address Table Henu

1. Add-sChange Single Hddress Tahle Record
»2. Add-Change Multiple Address Table Records

3. Delete Address Tahle Record

Figure5.3-1. Address Table Menu
5.3.1.11 Add/Change Single Address Table Record.

When you sdlect this option, the system will prompt you to enter a SSN. If the personis currently in the

address table, you will have the opportunity to change the record. |If the person is not in the departed

table, you will have the opportunity to enter the forwarding address information. To add or change an

address record, select this option from the “ Address Table Menu”. The following screen will appesar.
Add-Change Address Table Record

Social Security Humber:

F3 = SAVE to add-change info; F6 = CHHCEL

Figure5.3-1. Add/Change Address Table Record

Enter the SSN. Press <F3> to dther digplay a current record for editing or to display a new blank
record for adding information. If you have entered the SSN who is not currently in the database, then
the following warning screen will appear.

Add Address Record - 55H not found
This 55N BBBBBBBEA is not in any existing tahle.

Do you still want to add this record? _

F3 = SAVE to proceed; F6 = CANCEL

Enter <Y> to add or <N> to reenter the SSN. In case you do not have access permission, then the
following screen will appear.
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UARHIHG

You do not have update access to this data. therefore
this imformation is displayed for viewing purposes only.

Consult your 1SH administrator for details or
to request the necessary update access permission.

ADDRESS RECORD ACCESS RESTRICTED

AETURH to continue

Press <Enter> to proceed. The following screen will appear.

+CHAHG[HG RECORD+
55H: 1111111110 Hame: CHAHGED THIS HAHE Rank : 550 Box Ho:

Hew Drganization:

Address Hecord Form

Unit Of Assigrment:
Permission To Bive Dut Address? H (Privacy Actl

Old Address:

Purge Date:

Hew Rudress: WBCO TEST HODEL FT LEE CO A
FORT LEE. URA

Projected Arrival
Date Departed Old
Off Address:

Cipoode:
Zipcode: 238@1-

Date:

Org: ACTIUE

Oate ODue Heu Org:

Zipcode:

Remarks:

If Departing: KO I

Order Humber:

F3 = SAVE to add-change info; FE = CRANCEL

ssuing Orders:

Order Date:

If the SSN entered dready exigts in the database, then the message “CHANGING RECORD” will appear
on the top line of the form and the form would have been populated with information pertinent to that

SSN.

If the SSN does not exist in the database, the message will read “ADDING RECORD * and the

formwill beblank. Hll in the form.

Hed
SSN:
Name:

Rank:

Box No:

New Organization:

Unit of Assgnment:

Permission to Give Out Address:

Old Address:
New Address:
Projected Arrival Date:

Date Departed Old Organization:

Description
The entered SSN is displayed.

Enter the individud’s name in the format of LAST, FIRST and
MIDDLE.

Enter the rank or press <F2> for choices.

Enter abox number and press <Enter>.

Enter the name of the new organization. Press <Enter>.

Enter the designation for the unit of assgnment. Press <Enter>.

Enter <Y> or <N> to dther grant or deny permisson to give
out the address information you are entering.

Enter old address information.
Enter new address information.
Enter the projected arrival date.

Enter the date the individua departed the old organization or
enter ACTIVE for a non-departing individua. Y ou will see the
following screen with additiona ingtructions.
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Add.-Change Address - Departed Status

# Please be sure that the soldier is departing the
installation. If an Error is made, please go back
to the field and enter ACTIVE =*

Individual Status : _ Purge in : _

F3 = SAVE; F6 = CAHCEL

Individud Status: Enter the individud status or press <F2> for choices.
Individual Status

»P. Permanent Party Soldier

5. Student

Date Due New Organization: Enter the date the individua is due & the new organization using
the correct date format.

Office Address. Enter theindividud’s Off Post address.

Remarks: You may enter up to two lines of remarks, pertinent to the
addition of the particular record.

If Departing, HQ Issuing Orders: Enter HQ Issuing Orders number if the individua is departing.

Order Number: Enter the Order Number.

Order Date: Enter the Order Date.

After entering the fields, press <F3> to add/change information. This will save the information you just
entered in to the database and return you to the “ Add/Change Address Table Record”, where you may
choose to add or change another record. Pressing <F6> will return you to the “ Address Table Menu'”.

5.3.1.12 Add/Change Multiple Address Table Records.

This option alows you to change multiple address table records that involve a shared address change,
al in one operation.

If the individuas you specify are currently in the address table, you will have the opportunity to change
their records. To change multiple address table records, select this option from the “Address Table
Menu’. The following screen will appear.

PERSONHEL LOCATOR (R B9.99 RIX)
Batch Update Address Information
Old Address:

Heu Address:

S5H

F3 = SAVE to process; Fb6 = CAHCEL
Figure 5.3-1. Batch Update Address Information
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Firgt enter the old address, new address, and zip code information. Then enter the SSNs. If you enter
aSON that exigts in the database, the Name fied automatically fillsin. If you have entered any SSNsfor
individuas not currently in the database, then the following warning screen will appear.

55H ERROR

The 55H=987654321 you have requested does not EXIST.

RETURN to continue

Press the <Enter> key to return to the SSN field to reenter the SSN.

When you have finished entering SSNs, press <F3>. The following message appears to confirm your
update.

UPDATE COMPLETE

All records have been successfully updated.

RETURN to continue

Press the <Enter> key. The display shows a blank Batch Update Address Information screen. This
alows you to update another set of records. If finished updating records, press the <F6> key to return
to the “Address Table Menu™.

5.3.1.13 Delete Address Table Record.

When you sdect this menu item, the sysem will prompt you to enter the SSN.  You will see the
departed record, if there is any record. Be sure that you check the record before you delete it. To
delete an address record, sdect this option from the “Address Table Menu”. The following screen will

Delete Hddress Tahle Record

Social Security HNHumber:

F3 = S5AVE to display; F6 = CANCEL to ahort

Figure5.3-1. Delete Address Table Record

Enter the SSN and press <F3> to digplay the address table record to delete. The following warning
message will gppear if you do not have permission to delete this record.

UARHIHG = AODORESS RECORD ACCESS RESTRICTED

You do not have delete access for the reguested data.
Consult your I5H administrator for details or

to request the necessary delete access permission.

RETUAH to continue

Press <Enter> to continue to display the Delete Address Information screen.
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Delete Address Information

55N @ 222222222
Hame: WOOD DAISH TEST

Rank: PFC
Departed Date (YYYY-HH-DD>: 1998-18-17

F3 = SAVE deletion criteria; Fb = CAHNHCEL

The system verifies that you have sdected the correct record that you want to delete from the database.
To continue with deletion of the record, press <F3>. You will see the following confirmation screen
before deletion.

Delete Address Record Confirmation

Deleted item{s) will be permanently removed from the database.
Are you certainh you wish to delete?

RETURH to proceed uith delete; F6 = CAHCEL to abort

Press <Enter> to proceed with the deletion or <F6> to abort. You will return to the “Address Table
Menu”. Press<F6> again, to return to the “Peacetime Menu”. In case thereis no record found for the
SSN you have entered, then the following screen will appear.
DELETE ADDRESS TRELE
Ho Record has been found for $5H=225989358
RETURAH to continue

Press <Enter> to continue.
5.3.1.14 Phone Table Menu.

This menu alows you to add, change, browse, or delete a phone record. To access the menu, sdlect
this option from the “Peacetime Menu’. The “Phone Table Menu” will appesr.

Phone Tahle Henu

1. AddsChange Phone Record
»2. Brouse Phone by UPC

3. Delete a Phone Record

Figure5.3-1. Phone Table Menu

5.3.1.15 Add/Change Phone Table.

To add or modify a phone record, select this option from the “Phone Table Menu”. The “ Add/Change
Phone Record”, screen will appear.

Add..Change Phone Record

Unit Identification Code:
Unit Hame:

Organization Telephone Humber Type Code: _
Information Telephone Humber Purpose Code: _
Information Telephone System Code: _

SAVE; F6 = CANCEL
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Figure5.3-1. Add/Change Phone Table

FHedd Description
UIC: Enter the UIC or press <F2> for choices.

Unit Identification Code (A-C)

G0 GADGET GO
TEST OF LOCAL UNIT HEHU YEARH
THOHASIHE
ueBeTes ueeT HISSILE AND SPACE INT CTR
uaiel
uaie2 STORH E WEATHER
yeies HEW TEST
uaie4
uB4921 U849 FIELD UNIT
uacaoel JERRY IS5 HERE
UBCoRA UBCO TEST HODEL HHO UHIT 1
UBHS981 UBHS HICOH RAYTHEOH FLD OFC
UBH9B83 SYSTEH BOGUS ENGR PROD DIR
UBH9B86 UBHS IHHC HOB FT BLISS
UBH9BE HATO CHICKEH

Highlight your selection and press RETURN

Organization Telephone Number Enter the organization telephone number type code or press
Type Code: <F2> for choices. Notethat “U” isthe only code implemented.

hone Type Code (RA-C)

. Commander Outy Telephone Humber

. Installation Telephone Humber

. Hedical Facility Telephone Humber
. Reporting Station Telephone Humher
. Training Center Telephone Humbher

. Unit Commercial Telephone Humber

Information Teephone Number Enter the information telephone number purpose code or
Purpose Code: press <F2> for choices. Note that “A” and “C” are the only
codes implemented.

Purpose Code (A-C)

. Hodem

. Fax

. EHail

. Electronic Data Transmission

Telephone Type Code: Enter the information telephone system code or press <F2> for
choices. Note that “A” and “C’ ae the only codes
implemented.

System Code (A~C) 1
»A. Autovon

C. Commercial

F. FCC
U. WATS

If the information entered matches any entry in the Phone Table, then you can change the telephone
record. If thereis no record in the Phone Table and if you have entered dl the information in the form,
then you can add the telephone information to the phone table. After you enter the correct code
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information, the system will display the  Phone Information”.

Phone Information
+_ADDING RECORD =*

Unit Identification Code (UPC): WUBB97
Unit Hame: TEST OF LOCAL UNIT HEHU YEAH
Organization Telephone Humber Type Code: U

Information Telephone Humber Purpose Code: 0
Unit Office Symbol:
Information Telephone System Code: C

Telephone Humber:

F3 = SAVE; F6 = CANCEL

Press <F3> to save the record in the database, or <F6> to return to the “Phone Table Menu”.
5.3.1.16 Browse Phone by UPC.

This function dlows the user to locate phone information by the Unit Identification Code. To access this
function, sdect this option from the *Phone Table Menu”. The “Browse Phone by UPC”, screen will
appear.

Browse Phone hy UPC

Unit Identification Code:
Unitname:

Organization Telephone Humber Type Code: _
Information Telephone Humber Purpose Code: _
Information Telephone System Code: _

F3 = SAVE to process; F6 = CANCEL

Figure5.3-1. Browse Phone by UPC

Enter the UIC and/or Organization Code, Organization Telephone Number Type Code, and Informa-
tion Telephone Number Purpose Code and Information Teephone System Code. Once you have

entered the UPC (partly or fully), aform will gppear with the telephone number(s) or the Autovon prefix
associated with the UPC.

Press <F3> to display a ligting of records with the sdected codes, or leave dl fields blank and press
<F3> to digplay dl records on file. A “Browse Phone by UPC (Menu)”, screen appears displaying the
UPC, type code, purpose code, system code, locd telephone number, and unit name.

Brouse Phone by UPC (Henu)
UPC TYPE PUR 5YS LOCAL TELEPHONE NO UNIT HAHE
>UBB96 C A A 7BA32221212 GO GADGET GO

Press <Enter> to return to the previous screen or <F6> to return to the “Phone Table Menu”.
5.3.1.17 Delete a Phone Record.

This function dlows you to delete a phone record. To access this function, sdect this option from the
“Phone Table Menu”. The “Déete a Phone Record” screen will appear.
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Delete a Phone Record

Unit Identification Code:
Unitname:

Organization Telephone Humber Type Code: _
Information Telephone Humber Purpose Code: _
Information Telephone System Code: _

= S5AVE to process; F6 = CHHCEL to abort

Figure5.3-1. Delete a Phone Record

Enter the appropriate codes. Press <F3> to proceed to the next screen or <F6> to cancel the function.
Pressing <F3> will display the “ Delete Phone Information” screen.

Delete Phone Information

Unit Identification Code (UPC)>: UBB96

Unit Hame: GO GADGET GO

Organization Telephone MHumber Type Code: C
Information Telephone NHumber Purpose Code: R
Unit Office Symbol:
Information Telephone System Code: A

Telephone Humber: 7832221212

= SAVE to delete; F6 = CAHCEL

Press <F3> to ddete the record or <F6> to cancd the function and return to the “Phone Table Menu’.
Pressing <F3> will produce the following ddete confirmation screen.

[elete Phone Information Confimation

Deleted 1tem{s) will ke permanently removed from the database.
fra you certain pou wish to delete?

Press <Enter> to proceed with delete or <F6> to cancel. In casethereis no telephone record, then the
following error message will gppear.

EARDR -Browse Phone

Ho Phore record was found with the criteria.
Please check your entry.

5.3.1.18 Print Address Labelsby SSN.

This function dlows you to print malling labels by usng a SSN to sdect records. To access this
function, sdlect this option from the “Peacetime Menu™. The “Print Address Labels by SSN” screen will

appear.
Print Address Labels by 55H

Social Security Humber:

SAVE to process; F6 = CANCEL

Figure5.3-1. Print Address Labels by SSN

Enter the SSN and press <F3> to print or <F6> to cance the function. Pressing <F3> will display the
“Print Address Labd - Verify Record” screen.
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Print Address Labels Perify Record

| S5ocial Security Humber: BEALIIIZIS
| Howa : MJ:LEEI:IEH— Ramk: GA

Iliilmg Rodress to Print Of to 32 1

Zipecode;

F3 = SAUE to primt; FB& = CRHCEL
FB-T2 = SAUEC to batch print file

Enter 1, 2, or 3 for the type of mailing address to print or press <F2> for choices. Press <F8/F2> to
save the labdl information as a batch print file or <F3> to retrieve the “ Printer Destination” screen.

Print Destination (v. Z.82)

Humber of Copies: B1

Printer Class: LASER PRIHNTER
Printer Hame:

SAUE to print; F6 = CANCEL

Enter the name of the printer or press <F2> for choices. Enter the number of copies to print and press
<F3> to print address label menu. If printing isto continue, a*“Print Labe Confirm - by SSN”, screen
will gppear to confirm that the mailing label isto be printed.

Print Labsl Confirm — by 55
LABEL(sY now being printed.
RETUAH = return to Print Address Label by S8H.

F& = CAHCEL exit Print Address HAoutine

Press <Enter> to print the label or <F6> to cance the function.

5.3.1.19 Print AddressLabelsby Name.

To print mailing labels by name, sdect this option from the “Peacetime Menu”. The “Print Address
Labelsby Name’ screen will appesr.

Print Address Labels b

Hame:

F3 = SAVE to process; F6 = CAHNCEL

Figure5.3-1. Print Address Labels by Name

This screen will prompt you to enter some part of the person’s name and then press<F3>. If thereis
an exact match, then the sysem will print out the label immediately and will display a confirmation
message on the screen. If thereis no exact match, then select from the matching names that gppear on
your screen.

Once you have made your choice (by pressing <Enter> on the appropriate entry), the address for that
person will be printed out in labe format on the printer and a confirmation message will appear. After
entering the name, the “Print Address Labd -Verify Record” will appear.
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2rint Address Labels - Verify Record

Sooial Seourity Humber: BEELIE123L
Hame: RAFAY CHIX Rank: CU3 ~

Hailing Addrese te Print (0 to 33: 1

Zipoode:

F3 = SAUE te primk: FE 2 CAMCEL
FEAFZ = SHUE ta bakbch print file

Enter the number (1, 2, or 3) of the mailing address to be printed or press <F2> for choices. Press
<F8/F2> to save the labe information or <F3> to display the “Printer Destination” screen.

Print Destination (v. 2.82)

Humber of Copies: 81

Printer Class: LASER PRINTER
Printer Hame:

= SAVE to print; F6 = CANCEL

Enter the name of the printer or press <F2> for choices. Enter the number of copies to print and press
<F3> to print address label menu. If printing is to continue, a“Print Label Confirm -by Name,” screen
will gppear to confirm that the mailing labd is to be printed.

Print Label Confirm -- by Hame Henu

LABEL(s) now being printed.

RETURH = return to Print Address by Hame -- Record List.

F6 = CANCEL to exit Print Address Routine

Press <Enter> to enter another name to print or press <F6> to cancdl. If the person you are searching
for isno longer authorized for mail directory service a the ingtalation then an error message will appear.

5.3.1.20 Batch Print Address L abels M enu.

Select Option #38 from the “Peacetime Menu” to print address labels that have been saved to a batch
file while executing Option #6 or #7 of the “Peacetime Menu”. The following menu will gopear.

Batch Print Address Labels Henu
1. Print Address Labels from Batch File

»2. Clear Address Lahels Batch File

Figure5.3-1. Batch Print Address Labels Menu
5.3.1.21 Print AddressLabdsfrom Batch File.

Sdection of Option #1 from the “Batch Print Address Labels Menu” will display the following screen if
the “Batch Address Labd” fileis empty.

NO ENTRIES FOUHD

There are currently no address label entries in the batch print

file. Therefore, nothing will be printed at this time.

RETURH to continue

Fgure5.3-1. Print Addresslabelsfrom Batch File
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If there are records in the file, they will be printed. The “Address Labels Batch File Now Printing”
screen will display and you will be given the option to clear the baich print file.

5.3.1.22 Clear AddressLabelsBatch File.

Sdlect Option #2 from the “Batch Print Address Labels Menu” to clear the records from the address
Labels Batch file. After the records are cleared, the following screen will appear to verify the operation
was compl eted.

NO ENTRIES FOUND

There are currently no address label entries

in the batch print file.
RETURN to continue

Figure5.3-1. Clear Address Labels Batch File
If the Batch Address Labdsfileis empty, the following screen will appesar.

HO ENTRIES FOUHD

There are currently no address label entries
in the batch print file.

RETURN to continue

5.3.1.23 Report Menu.

This function dlows you to print or view the incoming 30 Mail On Hold report, Departed soldiers
report, expected arrival soldiers report, project gains list report, incomplete forwarding address report
and past 30 days departed list report. To access this function, select Option #9 “Report Menu” from
the “Peacetime Menu”. When sdlected, the screen as shown will appear.

Report Henu

Cutoff Hail on Hold Report
Departed Locator Cards Report
Projected Gains List Report
Expected Arrival Soldiers Report
Incomplete Foruwarding Address Report
MHilitary Personnel File Departed List

Figure 5.3-1. Report Menu
5.3.1.24 Past 30 day Cutoff Mail on Hold Report.

The Past 30 day Cutoff Mail on Hold Report provides a list to identify those soldiers with mail at the
Personnd Locator Branch that has passed the ‘30 day’ cut-off time period. Sdection of this option
from the “ Report Menu”, will display the following screens sequentially.

Cutoff Hail on Hold Report
The Past 38 day Cutoff Hail on Hold Report provides a list to
identify those soldiers with mail at the Post Locator
Branch, that have passed the 38 days cut-off time period.

C(PRINT-VIEW> Report

F3 = SAVE to print-vieuw; F6 = CANCEL

Figure5.3-1. Past 30 day Cutoff Mail On Hold Report
Enter the option whether you want to print or view the report or press <F2> for choices.
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Past 38 day Cutoff Hail Henu

>PRINHT Report
UIEW Report

Pressing <F3> will display a screen gtating that the system is generating the report. If you have selected
the print option then the following print destination, screen will appeer.

Print Destination (v. 2.82)

NHumber of Copies: 81

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CAHCEL

Enter the name of the printer or press <F2> for choices. Enter the number of copies to print; the printer
class and the printer name. Press <F3> to print or <F6> to cance print request.

If there were no records in the database, then the following error message will appesar.

ERROR -Past 38 day Cutoff On Hold Report

There are no soldiers with mail at the Personnel Locator
Branch, that have passed the 38 days cut-off time period.

RETURH to continue

5.3.1.25 Departed Locator Cards Report.

This report prints alist of al soldiers that departed the instalation within the past 30 days or 12 months.

This information is taken from the address record form in the post locator table. You may send this
report to a printer or you can view it on the screen. When you sdlect this option from the “Report
menu,” the following screen will gppear in the order of selection.

Departed Locator Cards Report

The Departed Locator Cards Report prints a list of all
soldiers that departed the installation within the previous
12 months or the past 38 days.

All Soldiers departed within the past
(PRINT-UIEW» Report

F3 = SAVE to print-sview; F6 = CAHNCEL

Figure5.3-1. Departed Locator Cards Report

Enter the period of 30 days or 12 months. Enter the option whether you want to print or view the
report or press <F2> for choices. Pressing <F3> will display a screen qating that the system is
generding the report. If you have sdected the print option, then the following print destination, screen

will appesar.
Print Destination (w. 2.82)
Number of Copies: 81

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CAHCEL
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Enter the name of the printer or press <F2> for choices. Enter the number of copiesto print, the printer
class, and the printer name. Press <F3> to print or <F6> to cancel print request. A sample report is
shown.

DATE: [993.-93-82 TIHE: 14:5Z:14
PAGE: 1

PERSOHHEL LOCATOR
ODEPARTED LOCATOR CAADE REPORT
1997.-82.-83 THAU [998-83-E2

35H RAHE HEW ORGAMLZAT 10N
DEPRRTED DATE

ADORESE
HEAOQUAATERS ISEVING DRODERS ORDER WD ODHDER DRTE

CAH | BEDELETED 989898989 GEH Ugas? UMHLT
199681785
OLD ADDACSS CITY, STATE 12345
HEW ADDACSE CITY, BTARTC B4321

FABIO AUY CLAvIJD SZE9BBE6Z CU4
19878728

AETUAH to contimwse; h for HELP; g &

5.3.1.26 Project GainsList Report.

This report provides a list of soldiers expected to arrive a the ingtdlation within 45 days. The ILIDB
provides this information. You can send this report to a printer or view it on the screen. Sdlection of
“Project Gains Lig Report” from the “Report Menu” will diolay the following screens sequentialy
depending on the selection.

Projected Gains List Report
The Projected Gains List Report provides a list of
soldiers expected to arrive at the installation within
45 days.
CPRINT-VIEW> Report

SAVE to print-view; F6 = CAHAHCEL

Figure5.3-1. Project GainsList Report

Enter the option whether you want to print or view the report or press <F2> for choices. Pressng
<F3> will display a screen gating that the system is generating the report. If you have selected the print
option, then the following print destination, screen will appesar.

Print Destination (w. 2.82)
Number of Copies: 81

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CAHCEL

Enter the name of the printer or press <F2> for choices. Enter the number of copies to print; the printer
class and the printer name. Press <F3> to print or <F6> to cance print request.

If there are no soldiers due to arrive within the specified period, then the following error message will
appear.
ERROR - Projected Gains List Report

There are ho soldiers expected to arrive at the installation
within 45 days.

RETURN to continue
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5.3.1.27 Expected Arrival Soldiers Report.

This report prints a projected gains list of soldiers arriving a an ingalaion within the specified time
period. The ILIDB provides this information. You can send this report to a printer or view it on the
screen. Sdlection of this option from the “ Report Menu” will display the following screens sequentidly
depending on the selection.

Expected Arrival Soldiers Report

Begin Date: End Date:

(PRIHNTAVIEW> Report
SAVE to print-vieuw; F6 = CAHCEL

Figure5.3-1. Expected Arrival Soldiers Report

Enter the begin date and an end date and the report will print the expected arrivals within that period.
Enter the option whether you want to print or view the report or press <F2> for choices. Pressing
<F3> will display a screen gating that the system is generating the report. If you have selected print
option, then the following print destination screen will gppear.

Print Destination (v. 2.82)

NHumber of Copies: 81

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CAHCEL

Enter the number of copies you want, the class of the printer, and an available printer from the sdlected
class. Press <F3> to print the report or <F6> to cancel. |If there are no soldiers expected to arrive
within 45 days, then the following error message will gppear.
spected Arrival Soldiers Report
There are no soldiers due to arrive within the specified time period.

RETURH to continue

5.3.1.28 Incomplete Forwarding Address Report.

This report prints a ligt of dl personnd for the past 30 days or 12 months who have insufficient
forwarding address information in their “Directory Mail Cards’ file. When you sdlect this option from
the “Report Menu”, the following screens will gppear to enable you ether to print or view the report.

g Address Heport

The Incomplete Foruwarding Address Report prints a list of
all personnel for the past 38 days or previous 12 months
who have Insufficient forwarding address information in
their Directory Hail Cards file.

All Soldiers departed within the past
C(PRINT~VIEUW> Report

F3 = SAUE to print-vieuw; F6 = CAHCEL

Fgure5.3-1. Incomplete Forwarding Address Report

Enter the option whether you want to print or view the report or press <F2> for choices. Pressng
<F3> will digplay a screen dating that the system is generating the report. If you have sdected print
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option, then the following print destination screen will gppesar.

Print Destination (v. 2_82)

Number of Copies: 81

Printer Class: LASER PRINTER
Printer Hame:

F3 = SAVE to print; F6 = CAHCEL

Enter the number of copies you want, the class of the printer, and an available printer from the sdected
class. Press <F3> to print the report or <F6> to cancd. If there are no soldiers with insufficient
forwarding addresses in the Directory Mail Cards file for the selected time range, then an error message
will appear. A sample report is shown.

DATE: Z9EE-B7-Bl TEIME: 13:P%5:53
PERSOMHEL LDCATOR
THCOHFLETE FORWAADIHC AMDODRESS
19958782 THAU ZBE4-E7-Bl

55 RAHE HEM CACGRHTIZATION

5.3.1.29 Military Personnel File Departed List.

This report provides a lig of dl personnel who departed the ingtdlation within the past 30 days. The
ILIDB provides this information. You can send this report to a printer or view it on the screen.
Sdection of this option from the “ Report Menu” will display following screen.

Personnel File Departed List
The Hilitary Personnel File Departed List provides a list
of all personnel uho departed the installation within
the past 38 days.

(PRINTAUIEW) Report

SAVE to print-view; F6 = CANCEL

Figure5.3-1. Military Personnd File Departed List

Enter the option whether you want to print or view the report or press <F2> for choices. Pressng
<F3> will display a screen dating that the system is generaing the report. If you have sdected print
option, then the following print destination screen will gppear.

Print Destination (v. 2.82)
Number of Copies: B1

Printer Class: LASER PRINTER
Printer Hame:

F3 = S5AVE to print; F6 = CAHCEL

Enter the number of copies you want, the class of the printer, and an available printer from the selected
class. Press <F3> to print the report or <F6> to cancdl.

ERROR -Hilitary Personnel File Departed

Ho soldiers have departed the installation
in the past 38 days.

RETURH to continue
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5.3.1.30 Ad Hoc Query.

“Ad Hoc Query” is areport generating utility, which alows you to custom design reports using specific
information from the PERSLOC database. It is designed for those occasions when the standard reports
are inaufficient or ingppropriete, i.e,, they contain either too much or too little information, or the
information is not sorted to suit your needs. A query does not change the database; it just extracts data
for digplay or print.

“Ad Hoc Query” is an easy-to-use interface that lets non-programmers access a database without
having to cal upon a programmer. Y ou can pecify the information you want included in a report, and
“Ad Hoc Query” will generate it. A more advanced user could custom design the Structured Query
Language (SQL) code generated by the program.

From the “Ad Hoc Query Main Menu’, you may creete, edit, view, and print basic and advanced
gueries. The “new query” is built in thisway and remains in memory until you log off the sysem. Once
you are satidfied that the query extracts the correct data, you can save it for re-use a a later date.
Saved queries are named and may be changed, deleted or printed through this module. Selection of this
menu from the “Peacetime Menu” will present the following screen.

Ad Hoc Query
Create a Basic Ad Hoc Quer
Create an Advanced Ad Hoc Query
Change a Saved Ad Hoc QOuery

Delete Ad Hoc Oueries
ViewsPrint Saved Ad Hoc Ouery Results
Uiew Saved Ad Hoc Ouery Statements

Figure5.3-1. Ad Hoc Query

For a complete tutorid on how to use the Ad Hoc Query gpplication, please consult Section 7 of this
manudl.

5.3.2 Trandgtion to War Menu.

This sub-module has not yet been implemented.
5.3.3 WartimeMenu.

This sub-module has not yet been implemented.
5.3.4 Demobilization Menu.

This menu is designed to ad in tracking military unit information. Y ou can access the military units by
UNIT NAME. A screen will display dl the unit names for the ingdlation with an option to add a new
one. This section describes the procedures to use when accessing the Demobilization option. It dlows
you to add, change, inquire, or delete a unit. To access this menu, sdect this option from the “Master
Menu’. The*"Demobilization Menu” will gopear.

Demohilization Henu

1. Add-Change Unit
»2. Inguire About a Unit

3. Delete Unit

Figure5.3-1. Demoabilization Menu
5.34.1 Add/Change Unit.

This function dlows you to add new units to the database and modify existing unit information. To add
or change a unit, sdlect this option from the “Demobilization Menu”. The “Add/Change Unit” screen
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will appear.

Add.-Change Unit
#%% Add a Unit s+

>ABC UNIT

Figure5.3-1. Add/Change Unit

This screen collects the information to be added or updated for a unit. Highlight any available unit to
change the unit information, or highlight “Add a Unit” to add a new unit and press <Enter>. The
following “Unit Record” screen will gppear with the message “ADDING RECORD” on the top line of the
form.

Unit Record
+_ ADDING RECORD #

Unit Hame:

% POINT OF CONTACT =*
Commander:

NCO in-charge:
NCOIC Location:
NCOIC Phone:

* DEHOB IHFD =*
Expected Departed Date:
Foruard Address:

Expected Arrival Date :

Zipcode:

# HOST POINT OF COHTACT =*
Host Unit or Activity:
Escort Hame :

Escort Phone:

Escort Address:

Zipcode: _
CANCEL
FHedd Description
Unit Name: If you are adding a unit, enter the unit name. If you are updating
aunit, you can not change the unit name.
Commander: Enter the unit commander’ stitle and name.
NCO in-charge: Enter the NCO in-charge of the unit.

NCOIC Location: Enter the NCOIC office location or address.

NCOIC Phone: Enter the NCOIC office phone number.

Expected Departed Date: Enter the date the unit is expected to depart your ingtdlation.

Expected Arriva Date: Enter the date the unit is expected to arrive a your ingtalation.

Forward Address: Enter Address to be used to forward unit’s mall.

Hogt Unit or Activity: Enter the name of the Unit or activity assigned the respongibility
as host.

Escort Name: Enter the name of the individua acting as the ingdlation escort.

Ex: *SFC John Doe'.
Escort Phone: Enter the Phone Number of the Escort.
Escort Address: Enter the Unit Address of the Host escort.

After you have entered the new unit information, press <F3> to save the record or <F6> to return to
the “Demobilization Menu’. To change a unit's information, highlight one of the units liged in
“Add/Change Unit” and press <Enter>. “Unit Record’, will appear with information about the unit and
the message “CHANGING RECORD” at the top. Modify any information except for the unit's name. To
save the changes, press <F3>. To cance the function, press <F6>.
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5.3.4.2 Inquire About a Unit.
This menu item dlows you to locate information about a unit. When you sdlect this function, a list of

available units appears.
Inquire About a Unit
>ABC UHIT

Figure5.3-1. Inquire About a Unit

This screen will display dl the unit names avalable a the ingdlation. Highlight the unit you want to
review. If no units are available for the ingtalation, a message will appear. When you sdlect one of the
units from the above lig, “Unit Information” screen will appear.

Unat Irformatson

Unit Hame: TET
+ POINT OF COMTRCT =
C e

HCO in-sharge:
HCOIC Looation:
HCOIC Phone:

% OCMDE [HFD +
Expected Oeparted Oate: ZEJB-B1-BI Expected Arrival Date :
Farward Address:

+ HOBT POTHT OF COHTACT +
Host Unikt or Ackivity:
Escort Home :

Escort Phone:

Escort Address:

Zi
F3 = SAUL to previous soreen: FB = CAMCEL

Zipcode:

Press <F3> to exit the screen or press <F6> to cance the function.
5.34.3 DeleteaUnit.

This menu item alows you to remove a unit from the list of available units once it has left an ingalation.
This option deletes Al of the information about a unit. It does not delete individua data eements about
aunit. Use “Add/Change Unit Record” and replace individual items with blanks to delete them. When
you sdlect this option from the “ Demoahbilization Menu”, alist of available units appears.

Delete Unit
>ABC UHIT

Figure5.3-1. Deete aUnit

This screen will display dl the unit names available @ the indalaion. Highlight the unit you want to
delete and press<Enter>. A “Ddete Unit Record” screen will appear displaying the information thet is
to be removed.

Delete Unit Record - Display Unik

Unit Home: THY

+ POIHT OF COMTACT =
Commander:

HCO in-charge:
HCOIC Location:
HCOIC Phone;

+ OEHOB IHFD +
Expected Departed Date: 2838-A1-A1 Expected Arrival Date :
Forward Address:

Zipootde

# HOST POIHT OF COHTACT =
Host Unit or Retivity:
Ezscort Hame :

Escort Phone:

Escort Address:

Zipcode:
F3 = SAVE deletion criteria; FE = CAHCEL to abort

Verify that thisis the unit to be ddeted. If no units are currently available for the indalation, a message
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will appear. Press <F3> to delete or <F6> to abort to canced the operation. Pressing <F3> will prompt
you with the following delete confirmation screen.

Delete Unit Record Confirmation

Deleted item will be permanently removed from the database.
Are you certain you wish to delete?

RETURH to proceed uwith delete; F6 = CAHNCEL to abort

Press <Enter> to delete the unit record or <F6> to canced the operation and return to the
“Demohbilization Menu”.
535 Customer Assistance Menu.

This menu alows you to access the screens used for obtaining assistance by telephone, by message, for
reporting a problem, and for obtaining PERSLOC ISM data. Sdlection of this menu from the “Master
Menu” will disolay the following menu.

Haster Henu Customer Assistance Henu
Peacetime Henu »1. Telephonic
Transition to Uar Henu 2. Hessage
Wartime Henu 3. Problem Report
Demohilization Henu I 4, ISH Data Sheet

Customer Assistance Henu

Problem Reports~ECP-5 Submission
PERSLOC InitializationsAdmin Henu
Installation-Specific Applications Henu
UView Documentation/Regulations Henu

Figure5.3-1. Customer Assistance Menu
5.3.5.1 Teephonic.

This option alows you to obtain assistance by cdling the ISV Customer Assistance Office (CAO).
You can contact this office 24 hours per day seven (7) days per week. When you sdlect this option
from the “ Customer Assistance Menu,” the following screen will appear:

Telephonic Assistance: <DSH 879-67v98 <COHH. (528)538-6798
or 1(888)385-30836
FAX: <DSH 879-6889 {COHH. (528)538-6889

Be prepared to provide the following information.
- Hame of ISH (e.g. PERSLOC, EDHIS, DAHIS,
- Software Developer (if knoun)
- Person Calling +#Hame
#Address (normal mail)
#E-mail Address
#Phone Humber {Commercial-/DSH>
Organization (Office Symbol)
AIS Code - SIC Code - DPI Code
Content of Inguiry or Comments

For specific information on any of the above, select I5SH Data
Sheet from the Customer Assistance Henu.

Figure5.3-1. Telephone Support

Please have the requested information available before the user places the phone cdl. The information
required appears on the screen above. For more specific information, select “1SM Data Sheet” menu
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option.
5.35.2 Message.
This option alows you to record conversations or notes. Y ou can send messages creeted through this

module to sdlected addresses in eectronic or in hard copy form, depending on interfaces available to
the ingdlation. This menu item is reserved for future devel opment.

5.3.5.3 Problem Report (PR).

Use this procedure to fill out an dectronic verson of DA Form 5005-R, ECP-S. After filling out the
form, you can print it or send it via dectronic mal. Once sored, you can recal, edit, reprint or
retransmit an ECP-S. To get the information you need to report a problem with PERSLOC, sdlect
menu item #3 and press <Enter>. The following screen will appesar.

Problem Report./ECP-5 Henu
>1. HAdd-Change Prohlem He-urt/EEP—ﬂ
Uiew Problem Report~ ECP-5

2.
3. Delete Problem Report~-ECP-5
4 Submit Probhlem Report~ECP-5

Fgure5.3-1. Problem Report
5.3.54 Add/Change ECP/PR.
Refer to paragraph 5.6.1 for more details.
5355 View ECP/PR.
Refer to paragraph 5.6.2 for more details.
5.3.5.6 Delete ECP/PR.
Refer to paragraph 5.6.3 for more details.
5.3.5.7 Submit ECP/PR.
Refer to paragraph 5.6.4 for more details.
5.3.5.8 |SM Data Sheet.

Use this procedure to display a fact sheet of information about PERSLOC. The “ISM Data Sheet”
screen alows you to obtain information on the PERSLOC ISM. To obtain PERSLOC I1SM data,
select this option from the “Customer Assstance Menu”, and press <Enter>. The “ISM Data Sheet”
will appear in two screens as shown.

PERSLOC T5H Data Sheet {(Page 1 of 23

. ADS Code: P21

. 5IC Code: AB3
IIH Process Supported: 19.5.2

{Provide Administration Services)

I15H Functional Proponent: OH, OCSA

. 13H SAFP: OOL3SC4

. R30: 30C-u

. SOC: S0C-u

RETURH = HEXT PRGE: F& = CAHCEL

Figure5.3-1. ISM Data Sheet
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Press <F3> to view the next page or <Enter> to resume the gpplication.

PERSLOC I15M Data Sheet {Page 2 of 2}

8. General : This I5H assists the Installation Commander wikth

demohilization of activated Aeserve Component soldiers.
In brief, PERSLOC supports the follewing:

= The ability to search for persloe units by name
- The ability to add, change and delete units information

5.3.6 Problem ReportgECP-S Submission Menu.

Use this procedure to fill out an dectronic verson of DA Form 5005-R, ECP-S. After filling out the
form, you can print it or send it via dectronic mal. Once stored, you can recdl, edit, reprint or
retranamit an ECP-S. When you select this menu from the “Masgter Menu”, the system displays the
following forms for reporting the problem and generating a DA Form 5005-R (ECP-S). In this option
you can add anew ECP or PR or change one that is currently on the system. If the ECP-S has aready

been submitted then you will not be able to change it.

Sdection of this option from the “Master Menu” will display the following forms for reporting the

problem and generating a DA Form 5005-R (ECP-S).

N Problem Report/ECP-5 Henu 1
>1. HAdd-/Change Prohlem He-urt/EEP—ﬂ
. View Prohlem Report~-ECP-5
Delete Problem Report.ECP-5

Submit Problem Report-ECP-5

Figure 5.3-1. Problem ReportyECP-S Submission Menu
5.3.6.1 Add/Change ECP/PR.

Sdection of this option from “ Add/Change/Delete ECP/PR Menu” will present the following screen.

* *
Originator Humber: LA2-A158-144 Type of Report: ECP-5

To: From:

ECP-S (DAS5885-R) (Page 1 of 4)

ATTH:

Point of Contact:
Title:

Telephone:

Priority:
Application-VUersion:

Executive SU BaselinesVersion:
Problem Date:

Job-Cycle-Program ID:

Title of Problem- Change:

F3 = SAVE to continue:; F6 = CANCEL
Figure5.3-1. ECP-S- DA Form 5005-R (Page 1 of 4)

Use this form to enter the information to generate a DA Form 5005-R (ECP-S) for this ISM.
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Y ou can then forward this printed form to the appropriate office for consderation.

Y ou assgn an originator number, comprising of AlS and Data Processing Ingtdlation (DPI) codes and
an ECP or PR sequence number for tracking and identification of reports.

Pressing <F2> from the Originator Number field will display alist of reports previoudy generated that

you can select to modify.

Hed
Originator Number:

Type of Report:

From:

To:
ATTN:

Point of Contact:
Telephone:

Title

Priority:
Application/Verson:

Executive SW Bading/
Veson:

Problem Date:
Job/Cycle/Program ID:

Title of Problem/Change:

Description

Enter 11 position number congtructed as follows. Poditions £3: AIS
code. Use this ‘three postion’ code to identify the system. You can
find this on the ISM data sheet from the “Customer Assistance’ option
on the “Master Menu”.

Positions 4-7: DPI code. Use this ‘four pogition’ code to identify the
inddlaion submitting the DA Form 5005-R. Contact DOIM |ISM
Adminigtrator for this code.

Positions 8-11: Sequence Number. Use this four pogtion al numeric
code with the other two codes to uniquely identify the problem or ECP
being reported on this DA Form 5005-R.

Enter the type of report or press <F2> for choices. Sdlect either ECP-
S or Problem Report. See your FA for ingructions on what congtitutes
aPR or ECP-S.

Enter the unit name, Indalation Name, and name of person reporting.
Enter “D” for Defense Switched Network (DSN). Commercid
telephone numbers should include the area code. Example: “Fort Lewis,
Ms. Sullivan, XXX- 357-6495.”

Enter the name of the organization where you want this ECP-S to be
sent.

Enter the name of the person to whose attention you wish the form
directed. Example: “Mr. Sam Wilson.”

Enter the name of the Point of Contact (POC).

Enter the telephone number of the POC.

Enter thetitle of the POC.

Enter the Priority of the report, or press <F2> for choices.

Enter the name of the gpplication and the verson number. Example:
“PERSLOC/10.00"

Enter the user’ s Executive Software basdine. Example: P21-10.00.

Enter the date the problem was detected into the field in an accepted
date format. Y ou may enter “today” for the current date.

Enter the name or number of the problem job, cycle, and program. The
number of characters available on both linesis 66.

Enter a short description of the problem. Example: “Unit funds are
incorrect.” The number of characters available on both linesis 66.

Once you enter the required data in this screen, press <F3> to continue to the second page of the

533



Version 10.00

AISM 25-P21-AQ03-AIX-SUM 01 December 1999

report or press <F6> to cance. Pressing <F3> will digplay the following screen.

ECP-5 (OASBB5-R> (Page 2 of 4)
Originator Humber: LA2-A158-144
Description of Problem-Change:

F3 = SAVE to continue; F6 = CAHCEL; F8-F4 = PREV PAGE

ECP-S- DA Form 5005-R (Page 2 of 4)

Thisis page two of the data entry screens for entering the information to generate a DA Form 5005-R

(ECP-S) for thisISM.
Feld
Originator Number:

Description of Problem/
Change:

Description

This fidd gets populated automaticaly with the originator number
entered on the firgt page of the form.

Enter abrief narrative describing the problem in sufficient detall to

permit ready identification and evaluation. Include a list of supporting
documentation avallable for research by SD. Example: “Bdance for
Unit Fund was correct. However, mogt financia statements for unit fund
after year end areincorrect.” The number of characters available is 960.

Once you enter the required data on the previous screen, press <F3> to continue to the third page of
the report or press <F6> to cancd. Pressing <F3> will digplay the following screen.

ECP-5 (DA58B5-R> (Page 3 of 4)
Originator NHumber: LAZ2-ALS58-144
Effect on User:

Recommended Solution~sdustification:

SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE
ECP-S - DA Form 5005-R (Page 3 of 4)

This is page three of the data entry screens for entering the information to generate a DA Form 5005-R

(ECP-S) for thisISM.
Feld

Description
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Originator Number: This fidd gets populated automdicdly with the originator number
entered on the first page of the form.

Effect on User: Enter a description of how the problem impacts on the user. Example:
“Incorrect reports causing excessive expenditures of resources and lost
time.” The number of characters available is 420.

Recommended Solution/ Enter a brief description of the recommended solution for problem
Judtification: and itsjudtification. The number of characters available is 480.

After you complete entering information on the prior screen, press <F3> to continue to the fourth screen
of the report or press <F6> to cancel. To return to previous page, press <F8/F4>. Pressing <F3> will
display the following screen.

ECP-5 (DASHB5-R) (Page 4 of 4)
Originator Humber: LAZ2-A158-144
Remarks:

F3 = SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE
F8~F1 = PRINT; F8-F3 = XHIT to transmit

ECP-S - DA Form 5005-R (Page 4 of 4)

Hed Description

Originator Number: This fidd gets populated automaticaly with the originator number
entered on the firgt page of the form.

Remarks: Enter rdevant remarks concerning the problem and its solution. The

number of characters available is 900.
Processing options from screen 4 are as follows:

SAVE: When you complete the problem report, press <F3> to saveiit.
CANCEL: If you decide to cancel the problem report, press <F6>.

PREV PAGE: To return to the previous page, press <F8/F4>.

TRANSMIT: If you are ready to transmit the report, press <F8/F3>. Thiswill present

the following warning screen before tranamitting.

Once you Submit a 5885-R, you will not be able to
go back and change it. You could go ahead and save 1t now,

then re-submit it later through ’Submit ECP-5 menu option.

Press RETURH to Submit; F6 to Cancel

Press <Enter> to submit or <F6> to cancel the transmission request.

PRINT: To produce a printed copy of the report, press <F8/F1>.

5.3.6.1.1 Control Inputs.

To fill out an ECP-S, you require the originator number (a unique ECP-S identifier used to track and

535



Version 10.00 AISM 25-P21-AQ03-AIX-SUM 01 December 1999

recall an ECP-S) and problem report date. The originator number, which is supplied to the user when
filling out the ECP-S form, is composed of:

? An AlS code

? An unique Ste identifier

? A ste sequence number
Environment variables, which are set and exported in the “strtusrlSM” command file in the PERSLOC
runtime directory, control the following parameters.

? Site sequence number that is generated and incremented autometicaly.

? AISCODE, the identifying code assigned to PERSLOC AIS

? DPI Code, a unique four-digit Ste identifier that is preset in PERSLOC at ingdlation

time

? ECPDIR, indicates the path where the ECP-S input and outpuit files are stored

? ECPDB isthe ISM identifier (PERSLOC).
The environment variables adlow this procedure to be used with various ISM at different sites without
changing the procedure itself.
5.3.6.1.2 Management Information.

Use the ECP-S Originator Number for tracking and later recall of the ECP-S from the STARS. The
system keeps the sequence number portion of this number (as an American Standard Code for
Information Interchange (ASCII) gtring) in the PERSLOC SADB. The PERSLOC screen banner
includes the software verson number, requested on the DA Form 5005-R.

5.3.6.1.3 Input/Output Files.

Data entered into each of the four screens for the dectronic DA Form 5005-R are stored in the
PERSLOC SADB.

5.3.6.1.4 Output Reports.

If a LaserPro Express printer is avalable and has been configured for use as a laser printer with
PERSLOC (refer to Procedure 7,4,1) the print option will print a facsmile of the DA Form 5005-R,
with the information entered. Otherwise, it will print an gpproximation to the DA Form 5005-R usng
ASCII characters. If you choose the dectronic mail transmission option, the ASCII verson is included
as the text of a message with “DA Form 5005-R (ECP-S)” and the current date as the subject. The
message can be directed to any addressee accessible from the PERSLOC host. The size of the output
is about two pages.

5.3.6.1.5 Reproduced Output Reports.

You should keep copies or originds of ECP-S(s) in an ECP-S notebook until processed. Loca
procedure may dictate how many copies should be made for distribution and tracking.

5.3.6.1.6 Redart/Recovery Procedures.

There are no specia restart or recovery procedures in the event of a system failure. The system stores
ECP-S datain the database as it processes and saves each screen.

5.3.6.2 View ECP/PR.

This option alows you to view an ECP or PR currently existing on the sysem. Sdecting this option
from the “ Problem Report/ECP-S Menu” shows the following screen.

5-36



Version 10.00

AISM 25-P21-AQ03-AIX-SUM

01 December 1999

View ECP-S (DASBA5-R) (Page 1 of 4)
#UIEWING RECORD+
Originator Humber: LA2-H358- Type of Report:

To: From:
ATTH:

Point of Contact: Telephone:
Title:

Priority:

Application/Version:

Executive S0 BaselinesVersion:
Probhlem Date:

Joh/Cycle/Program ID:

Title of Prohlem/Change:

F3 = SAVE to continue; F6 = CANCEL

Fgure5.3-1. Deete- ECP-S- DA Form 5005-R (Page 1 of 4)

Enter three characters to complete the Originator Number field for the ECP or PR you wish to view.
Y ou can press <F2> to view alig of the currently existing ECPs and PRs.

Press <F3> to view the next page or <F6> to cancel.

Uiew ECP-5 (DAS5BB5-R) (Page 2 of 4)
Originator Number: LA2-H358-B21
Description of Problem-Change:
Corrected wording

F3 = SAVE to continue; F6 = CANCEL; F8-F4 = PREU PAGE

ECP-S - DA Form 5005-R (Page 2 of 4)

Press <F3> to view the next page or <F6> to cancel.

Uiew ECP-5 (DASBA5-R) (Page 3 of 4)
Originator Humber: LA2-H358-B21
Effect on User:
Hone

Recommended SolutionsJustification:

F3 = SAVUE to continue; F6 = CANCEL; F8-F4 = PREV PRGE
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ECP-S - DA Form 5005-R (Page 3 of 4)
Press <F3> to view the next page or <F6> to cancel.

Uiew ECP-5 (DASBB5-R) (Page 4 of 4)
Originator Number: LAZ2-H35B8-B21
Remarks:

F3 = SAVE to end view; F6 = CANCEL; F8-F4 = PREV PAGE
F8-F1 = PRINT;

ECP-S - DA Form 5005-R (Page 4 of 4)
The bottom of the screen shows severa options from which to sdlect.
Pressing <F3> returns you to the “ Problem Report/ECP-S Menu'”.
5.3.6.3 Delete ECP/PR.

This option will dlow you to delete an ECP or PR that is currently on the sysem. Sdection of this
option from “ Add/Change/Deete ECP/PR Menu” will present the following screen.

ECP-5 (DASBE5-H)
*
Originator Humber: LAZ-A150-144

Fram:

Ta:
ATTH:

Point of Contact: Telephone:
Title:

Priority:
Application Uersion:
Executive SN Baseline-Uersion:

Problem Date:

JobsTycl e Program 10:

Title of Problem-Change:
F3 = SAUE ko continue; FB = CRHCEL

Fgure5.3-1. Delete- ECP-S- DA Form 5005-R (Page 1 of 4)
Press <F3> to view the next page or <F6> to cancel.
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ECP-5 (DASEBS5-A)
Originator Humber: LAZ-A15A-144
Desoription of Problem-Change:

F3 = S5AYE to continue; F6 = CANCEL: FB-F4 = PREV PHGE

ECP-S - DA Form 5005-R (Page 2 of 4)
Press <F3> to view the next page or <F6> to cancdl.

ECP-5 (DASABS5-R) (Page 3 of 4>
Originator Humber: LAZ-A158-144
Ef fect on User:

Recommended Solution~sJustification:

SAVE to continue; F6 = CAHCEL; F8-F4 = PREV PAGE

ECP-S - DA Form 5005-R (Page 3 of 4)
Press <F3> to view the next page or <F6> to cancdl.

Delete ECP-5 (DASBB5-R> (Page 4 of 4)
Originator Humber: LAZ2-H3I58-B21
Remarks:

SAVE to continue; F6 = CANCEL; F8-F4 = PREV PAGE
F8~F1 = PRINT;

ECP-S - DA Form 5005-R (Page 4 of 4)
Pressing <F3> will take you to the delete confirmation screen as shown.
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DELETE ECP-S-PROBLEH REPORT

Item(s) selected will be permanently removed from the database

Do you wish to delete the itemi(s) selected? _

F3 = SAVE to commit work; F6 = CAHCEL

Enter <Y> for Yes or <N> for No and press <F3> to commit work. Pressng <F6> will cancd the
delete request.

5.3.6.4 Submit ECP/PR.

This option will dlow you to submit an ECP-S to the Status Tracking and Reporting System (STARS)
that has dready been created through the Add/Change ECP/PR procedure. Selection of this option
from “ Add/Change/Ddete ECP/PR Menu” will present the following screen.

Submit ECP-5 Henu
Origin Version Priorit Hodified Submit
BA4 PA1-5376-BB4 EDHIS 2.81 Routine 199583784 N
ga7 PA1-5376-B87 EDHIS 2.81 Routine 199583784 N

F2 = MARK: RETURH to Submit: F6 = Cancel

Fgure5.3-1. Submit ECP/PR

Thismenu contains dl of the ECP-S currently on the system. If the DA Form 5005-R has aready been
submitted then an *Y’ will gppear in the far right column. Y ou cannot re-submit a DA Form 5005-R.
To submit a DA Form 5005-R that has not yet been submitted, highlight the ECP-S and mark it by
pressng <F2>. Press <Enter> to submit or <F6> to cancel the request. Once you submit a DA Form
5005-R, it will remain on the system for one week before you can delete it off the system. If you have
marked an ECP-S that has dready been submitted and pressed <Enter>, then the system will digplay
the following error message.

ERROR
The ECP LA2-5113-136 has already bheen submitted on 1997-12/23.

RETURN to continue

Press <Enter> to continue.
5.3.7 PERSLOC Initialization/Administration Menu.

Functions on this menu are for use only by authorized functiond adminigtrators and are described in
detail in the PERSLOC SCOM, AISM 25-P21-A03-AlX-SCOM.

5.3.8 Ingallation-Specific Applications Menu.

Functions on this menu are for use only by authorized functional administrators and are described in the
PERSLOC SCOM, AISM 25-P21-A03-A1X-SCOM.

This option, if dlowed, gives access to the “Ingdlation Specific Menu” defined by the PERSLOC
Adminigrator in the PERSLOC Initidization/Adminidration functiond area. PERSLOC Adminidrator
controls access to this menu.  Sdecting Option #8 from the “Master Menu” will result in the following
screen.
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Figure5.3-1. Inddlation-Specific Applications Menu
5.3.9 View Documentation/Regulations M enu.

This menu item is reserved for future development. Sdection of this option from the “Master Menu” will
disolay the following screen.

r Uiew Documentation-Regulations Henu
Uiew Governing Regulation (Primary)
End User Hanual
Implementation Procedures

Haintenance Hanual C(HH)

ISHSIS

Configuration Control Hanual C(CCH>
Functional Description (FD)

Figure5.3-1. View Documentation/Regulations Menu
5.4 RELATED PROCESSING,

This section identifies and discusses PERSLOC reated processes (such as batch, off-line, or
background processing) that must be supported by the end user. No such processes have been
identified.

55 DATABACKUP.

PERSLOC, backup is performed daily by an automated process. Contact the FA for additiona
information about backup. Please refer to paragraph 2.3 for discussion of data backup.

5.6 RECOVERY FROM ERRORSAND M ALFUNCTIONS,
Please refer to paragraph 2.3 for discussion of recovery from errors and malfunctions.

5.7 MESSAGES.

There are warning and error messages in the system. Warning messages indicate that a problem exists
with the information entered. Error messages indicate that a problem has occurred while processing a
transaction. The user should report mgjor errorsto the FA.

Minor processng errors, such as entering an incorrect date or SSN, result in a message being
displayed. Re-enter the information correctly according to the ingtructions provided with the error

message.
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6 TERMSAND ABBREVIATIONS

Abbreviation

Term

ACSIM Assgant Chief of Saff for Ingtdlation Management
ADAPCP Alcohol and Drug Abuse Prevention and Control Program
ADD Army Data Dictionary

AHS Academy of Hedlth Sciences

AlIS Automated Information System

AISM Automated Information System Manua

ANSI American Nationa Standards Indtitute

ANSOC Army Network and Systems Operator Center

AR Army Regulations

ARA Assigned Responsible Agency

ASCII American Standard Code for Information Interchange
BBS Bulletin Board System

CAO Customer Assstance Office

CCM Configuration Control Manua

CD Clinicd Director

CIVPER Civilian Personnd

COOP Continuity of Operations

CPO Civilian Personne Office

CPU Central Processing Unit

DA Department of the Army

DBA Database Administrator

DBDD Database Design Description

DCTN Defense Commercia Telecommunications Network
DDN Defense Data Network

DEMOB Demobilization

DENTRAD Dental Readiness System

DISN Defense System Information Network

DM Director of Management

DOD Department of Defense

DOIM Director of Information Management
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DH Data Processing Ingtdlation

DSN Defense Switched Network

ECP-S Engineering Change Proposd - Software
EDCO Educationd Coordinator

ESQL Embedded Structured Query Language

ETIP Extended Termina Interface Prototype

FA Functiona Adminigirator

FACE Framed Access Command Environment

FD Functiond Description

FOUO For Officid Use Only

FP Functiond Proponent

FTDTL Forensic Toxicology Drug Testing Laboratory
FTS Federd Telecommunications System

HQDA Headquarters Department of the Army

HW Hardware

IAW In accordance with

TS Ingtdlation Information Trangport System
ILIDB Ingtdlation Leve Integrated Database

IP Informetion Proponent

ISEC Information Systems Engineering Command
ISM Instdlation Support Module

ISS Information Systems Security

ITP Ingtdlation Trangtion Processing

LAN Loca Area Network

MACOM Magor Command

MAIS Magor Automated Information System
MILPER Military Personnel

MRO Medica Review Officer

NCOIC Non-Commissioned Officer In Charge of a Unit
NCSA Nationa Center for Supercomputing Applications
NIC Network Interface Card

obisc? Office of the Director of Information Systems for Command, Control,

Communication, and Computers
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OCSA Office of the Chief of Staff of the Army

(O Operating System

OSE Open Systems Environment

PA Proponent Agent

PC Persona Computer

PCS Permanent Change of Station

PF Keys Programmable Function Keys

PIR Patient Intake/Screening Record

PM Project Manager

PMO ISM Program Management Office, Ingtdlation Support Modules
POC Point of Contact

PPR Patient Progress Report

PR Problem Report

RAM Random Access Memory

RAPR Resource and Performance Report

RDBMS Reationa Database Management System

RTF Residentid Treatment Facility

SA System Adminigtrator

SAC Service Area Code

SADB Subject Area Database

SAFP Subject Area Functiona Proponent

SCOM Software Center Operator Manua

SDC-W Software Devel opment Center - Washington DC
SIC Systems I dentification Code

SIDPERS Standard Ingtdlatior/Divison Personnd System
SIP Software Ingtalation Plan

SOP Standard Operating Procedures

SQL Structured Query Language

SSN Socia Security Number

STAMIS Standard Army Management Information System
STARS Status Tracking and Reporting System

STRAP Structured Requirements Andysis Planning
SUM Software User Manua
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SW Software

TDA Table of Digribution and Allowances

TDP Test Designated Position

UADC Unit Alcohol and Drug Coordinator

uIC Unit Identification Code

UNIX A multi-user operating system written by AT& T
UPC Unit Processing Code

us-2 Unclassfied Sendtive - Two

USADAOA U.S. Army Drug and Alcohol Operations Agency
USAISSC US Army Information Systems Software Center
VDT Video Digplay Termind

6-4




Version 10.00 AISM 25-P21-A03-AIX-SUM 01 December 1999
7 ADHOC QUERY UTILITY USER GUIDE

7.1 GENERAL |NFORMATION AND START-UP

7.1.1 Introduction.

The Ingdlation Support Modules use the ANSI-compliant verson of Structured Query Language
(SQL) provided with the Oracle database management system to perform queries and produce reports.

The sandard queries and reports provided with PERSLOC are usualy sufficient for most needs.
However, they may not be sufficient for your particular needs. If that is the case, you can use the “Ad
Hoc Query Utility” to create your own queries and reports.

This guide provides ingructions on how to use the “Ad Hoc Query Utility”. It starts with an overview
and interface description. Then, a detailed explanation of features, step by step procedures, and
examplesfollow.

7.1.2 Overview.

The “Ad Hoc Query Utility” lets you perform two types of queries. basic and advanced. You do not
need to know how to use SQL to make a Basic query. You specify the data you want and how you
want it to be organized. The*Ad Hoc Query Utility” generates the SQL statements for you. Or, if you
prefer, you can make an advanced query using your own SQL statements.

This guide provides ingructions for the “Ad Hoc Query Utility” only. It does not explain how to write
SQL dtatements. If you want to write your own SQL statements for use in Advanced queries, look a
the generated statements from examples and refer to “The Oracle Guide to SQL: Tutorid.” Throughout
this guide, the “Ad Hoc Query Utility” isreferred to as“ Ad Hoc Query.”

7.1.3 AdHoc Query Interface.

The user interface for “Ad Hoc Query” isthe same asthat for ISM. Refer to Section 8, “User Interface
Standards,” for a detailed description of the user interface including how to make sdections from
menus, enter and edit data in forms, and move between fidds in aform. “Ad Hoc Query” uses some
gpecid function keys, which this guide describes.

7.1.3.1 Menus.

A menu is a screen box containing two or more numbered options. To sdlect one of the options in a
menu, use the arrow keys to highlight the option desired and press <Enter>. Or, press the number of
the option and then press <Enter>.

7.1.3.2 Function Keys.

In “Ad Hoc Query”, you press function keys to perform certain operations. Eight labels are displayed,
left to right, on the bottom of the screen. The text in these screen labels indicates what function the
corresponding function keys <F1> through <F8> performs a any time. The function and screen labd
that corresponds to each function key may change during processing.

The screen labels will change accordingly, but you will dways find a particular function on the same
function key. Table 7-1 lists the most commonly used function keys and their screen labels.

Table7.1. Function Keys
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<F1>

<F2>

<F3>

<F6>

<F8>

FUNCTION KEY SCREEN LABEL

HELP
CHOICES (MARK)

SAVE
CANCEL
CHGKEYS

Pressng <F1>, when the screen labd is‘HELFP displays a help screen with information
about the form or menu, you are currently using.

Pressing <F2>, when the screen labd is*CHOICES displays alist of vaid choices for
the highlighted field. 'Y ou can select one of the choices from the list by highlighting it and
pressing <Enter>. To highlight the choice you want, use the arrow keys or type the first
few letters of the desired choice until it is highlighted.

Pressing <F2> when the screen labd is MARK lets you mark severd choices you want
to sdect. Todo this, firgt highlight the choice you want, then press <F2> to mark it with
a>. To highlight a choice, use the cursor control keys, or type the first few |etters of the
desired choice until it is highlighted. To unmark a choice, highlight it again then press
<F2> again. When you have marked dl your choices, press <Enter> to select them.

Pressing <F3>, when the screen label is SAVE, saves dl of the sdections you have
made on the current screen and displays the next screen. If you press <F3> without
having filled-in dl the necessary fidds, you will not be adlowed to continue and a
message a the bottom of the screen will indicate the problem.

Pressing <F6>, when the screen label is CANCEL’ exits the current screen and returns
you to the previous screen.  This operation does not save any input. In most cases,
pressng <F6> will return you to the screen or menu immediately preceding the one
currently shown. If the current screen happens to be the “Master Menu”, then, pressing
<F6> will exit you from the gpplication to the UNIX prompt.

Pressing <F8>, when the screen labd is ‘CHG-KEY S toggles the assgnments of the
other seven function keys. When you press <F8> new screen labels will appear for
these function keys on the rectangles a the bottom of the screen indicating their new
functions. To return the function keys to ther origind assgnments, just press <F8>
again. Print and View functions are often implemented by pressng <F8> followed by
another function key. When you have to access one of these functions, an ingructiona
line a the bottom of the screen will tell you what keysto press.

For example:

F8/F1=PRINT

This means press <F8>, then press <F1>.

7.1.3.3 Fidd Prompts.

When the cursor is on an input fidd, a message will appear, on the bottom Ieft of the screen telling you
what action to take or what type of information is required.

7.1.3.4 User Input General Guiddines.

When typing text into aform, just type your input and press <Enter>. All entered text is converted to
upper case (except in afew specid instances.)
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If aCHOICES ligt is available, the word CHOICES will gppear in the screen labd for <F2>. Sdect the
choice you want and press <Enter>.

Some fields require input, while input to othersis optiond. If you do not fill-in a required fidd, or if you
have incorrectly filled-in arequired field, an error message will appesr.

To move the cursor to the next fidld, press <Enter> or <Tab>. To move the cursor to the previous
field, use the arrow keys or <Shift/Tab>.

When you have finished filling-in aform, press <F3> to continue.
7.1.4 AdHoc Query Main Menu.

“Ad Hoc Query” may be reached from any ISM “Master Menu” by sdlecting the “ Peacetime Menu”
option. From there, you will find the “Ad Hoc Query” main menu option. Figure 7.1-1 showsthe“Ad
Hoc Query” main menu. The following sections explain the various options in this menu.

Ad Hoc Query <(v. 4.81)
Create a Basic Ad Hoc Ouer
Create an Advanced Ad Hoc Query
Change a Saved Ad Hoc Ouery

Delete Ad Hoc Queries
Uiew Print Saved Ad Hoc Ouery Results
Uiew S5aved Ad Hoc Ouery Statements

Fgure7.1-1. Ad Hoc Query Menu
7.1.5 DataBase Concepts.

A brief description of how a database table is congtructed is presented here with an example to illustrate
how to make sdections from the database tables. Refer to the OUTPROC Data Base Specifications
for complete descriptions of the ‘outproc’ database tables. You can then use “Ad Hoc Query” to
design your specific report, armed with the knowledge of how the information is organized.

Records and fields compose a relationa database table. These dements are smilar to rows and
columnsin atable of information. Refer to Table 7.2 for agraphical representation of a smple database
table.

Table7-2. Simple Data Base Table

data base Field 1 Field 2 Field 3 Field 4
[Table] [Column 1] [Column 2] [Column 3] [Column 4]

Atwater 14456 Vine LosAngeles

Benson 2345 Oak Richmond

Benton 29T St.NW Washington

In the preceding example of a database table, Field 1's title may be Name and contain the names of
people in the database. Field 2'stitle may be Street, and contain their street addresses. Record 1 could
be titled #001, and contain dl information relaing to a particular person including, as in this example,
Name, Street, City, and State.

In “Ad Hoc Query”, you sdect the fidds you want to print and any conditions you wish to gpply to
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them (for example names beginning with the letter “A” or the Sate equd to “CA”). You can sdlect and
optionally sort those fidlds for al records that match the specified conditions and then display or print
the results,

A query comprises a specification of what fields are to be sdlected, in what order and how they are to
be sorted aong with the conditions that apply to sdecting records. With “Ad Hoc Query”, queries you
create can be named and saved S0 you can execute them and display or print the results later. Y ou can
modify asaved ad hoc query a any time.

7.2 CREATEA BASIC AD HOC QUERY

To create a “Basic Ad Hoc Query”, use the procedures described in this section. Select Option #1,
“Creste a Basc Ad Hoc Query” from the “Ad Hoc Query” main menu. The “Basic Ad Hoc Query”
screen will appear.

Basic Ad Hoc Quer
Query Hame: =##% HEU OUERY s#=#=*

Type of Query: SELECT ALL

Fields:

Sort Fields
Order : Ascend/Descend:
Order : Ascend/Descend:
Order : Ascend.”Descend:
Order : Ascend Descend:
Order : Ascend/Descend:
Order : Ascend/Descend:
Order : Ascend/Descend:
Order : Ascend/Descend:

F3 = SAVE to continue; F& = CAHCEL;
F8-F5=5ET ORDR: F8-F6=5ET TEBLS:

Figure7.2-1. Basic Ad Hoc Query screen
Later paragraphs describe the function key actions listed at the bottom of the screen.
7.2.1 FiedsontheBasic Ad Hoc Query Screen.
This section discusses the screen fidds in the order that they appear on the screen.

Fedd Description
Query Name: The “Query Name’ is the name that you will use for later reference to

the query. Notice that dl new queries start with the name “NEW
QUERY”. When you save the query, you may give it a more specific
name. (Refer to paragraph 7.2.5).

Type of Query: The “Type of Query” specifies the kind of information you wish to
select from the database. Note that SELECT ALL isthe default value.
Press <F2> to get aligt of choices. The choices shown in Table 7-3
areavalable.

Table 7-3. Typesof Queries
VALUE OPERATION

SELECT ALL | Select all records and fields specified. (Thisisthe default).

SELECT UNIQUE Select unique records only. If multiple record types with duplicate
information exist, this selects only one of each unique type. Thisis useful if
you want to list the different kinds of values without printing every value.
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Table7-3. Typesof Queries
VALUE OPERATION

SELECT COUNT Show a count only of records found. (Includes duplicates).

SELECT UNIQUE COUNT Show a count only of unique columns found. (Does not include
duplicates).

Fields: “Hdds’ gpecifies what fidds (columns) are to be sdected from the
overdl set of database fidds by the query. Press <F2> to get a
complete list of avallable fields and a brief description of each. Then,
indicate what fidds you want to select by moving the highlight bar to the
desired choice and pressng <F2> to mark each dedred fidd for the
query. Once you have marked the field choices for your query, press
<Enter> to return to the “Basic Ad Hoc Query” screen. If you choose
more than one fidd, an asterisk will appear in the “Feds’ fidd.

Refer to paragraph 7.3.1.1 for details about more ways to mark fields.
Paragraph 7.3.1.2 describes how to set the order that your selected
fields appear in the query. Paragraph 7.3.1.3 explains how and when
to specify the table to search for a particular selected field.

Order By: The “Order By’ fidds (“Sort Fidds’) dlows you to specify how to
organize (sort) the results of your query. Entering data into these fields
is optiond. To organize your report, podgtion the cursor at the first
“Order By” fidld and press <F2> to gat a lig of the fidds you
previoudy selected for your query. Highlight the field you want to sort
by first and press <Enter>. To do multi-level sorting, enter more sort
fields on subsequent “Order By” lines.

Ascend/Descend: Each “Ascend/Descend” field corresponds to an “Order By” field and
gpecifies the direction of the sort for the “ Order By” fidd. The default is
to sort from lowest to highest (ascending). Entering data into these
fiddsis optiond.

When you have completed making the “Basic Ad Hoc Query” screen entries, press <F3>. This will
display the Basic Ad Hoc Conditions screen.
7.2.2 Fieldson the Basic Ad Hoc Conditions Screen.

This screen lets you specify selection conditions for the fields you selected for your query. Entering data
into the fidds in this screen is optiond. Later paragraphs describe the function key actions listed at the
bottom of the screen.
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FHeld
Fidd:

Condition:

Vdue

And/Or:

Ouery Ham

WHERE

Field:
Value:

Field:
Value:

Field:
Value:

Basic Ad Hoc Ouery Conditions
e: #%% NEW OQUERY s#**

Condition:

Condition: I

Condition:

And-0r _

And-0r _

F3=SAVE Query; F6=CANCEL; F8/F1=PRINT QOuery Results
F8-,F2=UIEW Ouery Results; F8/F3=VIEUSTHT View Query Statement
F8-F4=PREV FRH; F8,F5=PG UP; F8-F6=PG DOUN;

Figure 7.2-1. Basc Ad Hoc Query Conditions

Description

Use the “Fdd’ fidd to specify which fidd in your query to apply a
selection condition to. Pressing <F2> givesyou alig of your previoudy
selected fields to choose.

For example, if you have sdlected individua name as one of the fidldsin
your query, you may want to print only individua names beginning with
the letter “S’. To do this, enter the individud name fidd in this deta
entry field, then specify the condition in the “ Condition” field.

“Condition” is the type of condition (such as equd to, like greater than,
less than) to apply to a selected fidd dement. Press <F2> to get aligt
of choices. The operators LIKE and NOT LIKE should be used when
the field contains aphanumeric data (such as aname). The operators =
and <> (equd and not equal) should be used when the fidd contains
numeric data only. If you don't know the type of a fidd, assume it is
numeic.

NOTE: As on dl CHOICES ligs, the currently highlighted option
gopears with a > on the left Sde. This might be confusing for this
particular list Snce the = will appear as >= when it is highlighted.

(Optiond fidd). “Vadue' is the vdue to compare the fidd. This can be
a full vaue such as a name or number, or a partia vaue, such as a
letter. It may dso be the name of another fidd. When comparing
character values, lower case is considered greater than upper case (for
this reason, the input in thisfield is not converted to upper case).

IMPORTANT: “Ad Hoc Query” automaticdly puts quotes around
the vaue you enter in this fidld, so you should never put quotes around
your “Vaue'.

(Optiond fidd). Usethisfidd only if you are specifying more than one
condition. If you want each condition to be met, type “A” for “AND”
and press <Enter>. If you want any condition to be met, type “O” (for
“OR") and press <Enter>.

IMPORTANT: Currently, you cannot group logica conditions usng
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“Badc Ad Hoc Query”. This means you cannot combine “AND” and
“OR” conditions or specify which conditions are gpplied firs. To do
that, you must use “ Advanced Ad Hoc Query” instead.

7.2.3 UsingtheBasic Ad Hoc Query Screen.

Figure 7.2-2 shows the “Basic Ad Hoc Query” Screen. Paragraph 7.3.1.2 describes the SET ORDR
function. Paragraph 7.3.1.3 describes the SET TBL S function.

STEP 1

STEP 2.

STEP 3.
STEP 4.

STEPS.

STEP®G.

STEP 7.

Type of Ouery: SELECT ALL

Basic Ad Hoc QOuer

Query Hame: adhoc

Fields: RAAR_FLAG i AOHINSTRATIVE ADJUSTHENT REPORT FLAG

Sort Fields

Order

Order

Order

Order

Order

Order

Order

Order By: AAR_FLAG i AOHINSTRATIUE ADJ HAscend-Descend:

Ascend.”Descend:
Ascend. Descend:
Ascend.Descend:
Ascend-Descend:
Ascend.”Descend:
Ascend. Descend:
Ascend.Descend:

F3 = SAVE to continue; F6 = CAHNCEL;
F8-F5=SET ORDR: F8-F6=5ET TBLS:;

Figure7.2-1. Basic Ad Hoc Query Screen

Select Option #1, “Create a Basc Ad Hoc Query”, from the “Ad Hoc Query” main
menu. The “Basic Ad Hoc Query” screen will appear. Notice that dl new queries Sart
with the name “NEW QUERY”. When you save the query, you give it aunique name.

To change the vaue of the “Type of Query” fidd, go to Step 2. If the default value is
what you want, go to Step 3.

Check type of query (required fidld). Default is “SELECT ALL". If you want to keep
this value, go to Step 3. If you want to change it, move the cursor from the “Feds’
input field and press <F2> to list available choices. Select the desired value and press
<Enter> to fill-in the field. Press <Enter> again to moveto “FHelds’.

Enter “FIELDS’ input (required field). Press<F2> tolig fidds.

Mark thefields you want to sdect. To do this, firg highlight the fild you want, then
press <F2> to mark it with a>. To highlight afield, use the cursor control keys, or type
thefird few letters of the desired fidld until it is highlighted. To unmark afidd, highlight it
again and then press <F2> again. Refer to Paragraph 7.3.1.1 for advanced field
marking options.

When done marking fields, press <Enter> to return to the “Basc Ad Hoc Query”
screen.  If you marked more than one field, an asterisk will appear in the “Fidds’ input
fidd. Press<Enter> againto go to thefirgt “Order By” fidld inthe“ Sort Fidlds’” area.

Enter “ORDERBY” input (optiona field). To list vaid choices, press <F2> to lig the
fields you marked in Step 4. Highlight the fidld you want to sort by and press <Enter>
to place it into the “Order By” field. Press <Enter> again to move the cursor to the
corresponding “Ascending/Descending” fidd.

Enter “ASCENDING/DESCENDING” input (optiond fidd). Type “A” for ascending
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STEP 8.
STEPO.

adpha-numerica order, or “D” for descending aphanumerica order, then press
<Enter>. Ascending isthe default vaue.

Enter additional “ORDERBY” input by repeating Steps 6 & 7 for each one.

When done, press <F3> to go on to the next screen (Basic Ad Hoc Conditions). Input
to this screenisoptiond.

To skip Ad Hoc conditions, press <F3> without entering any conditions.  This will
display the “ Save Ad Hoc Query” Screen described in paragraph 7.2.4.

7.2.4 UsngtheBasic Ad Hoc Query Conditions Screen.

This screen lets you specify conditions for fields you chose for your query. It dso provides access to
other “Ad Hoc Query” functions as described in Section 3.

STEP 1

STEP 2.

STEP3.

STEP 4.

STEPS.

OQuery Hame: ##% HEW QUERY s
WHERE

Basic Ad Hoc Query Conditions

Field: Condition:
Value:

Field: Condition:
Value:
And-0r _

Field: Condition:
Value:

And.0Or

F3=SAVE QOuery; F6=CANCEL; F8-F1=PRIHT Ouery Results
F8-F2=VIEW Ouery Results; F8-F3=VIEUSTHT View Query Statement
F8-F4=PREV FRH; F8-F5=PG UP; F8/F6=PG DOUHN;

Specify the field to gpply conditionsto. Press <F2> for aligt of previoudy sdlected
fidds highlight field and press <Enter>.

Specify the condition to apply to the field. Press <F2> for alig of vaid conditions.
Highlight the desired condition and press <Enter> to accept it. Highlighted options have
> next to them, don't confuse it with a condition character.

Specify the value you want to compare the field. Do not use quotes. Press <Enter>
to accept it. This can be afull value, such as a name or number, or partia vaue, such
asaldter. 1t may aso bethe name of another field. When comparing character values,
lower case values are considered greater than upper case values.

Specify the AND/OR condition. Use this field only if you are specifying another
condition. If you want each condition to be met, type “A” for “AND” and press
<Enter>. If you want any condition to be met, type“O” for “OR” and press <Enter>.

Press <F3> to digplay the “ Save Ad Hoc Query” Screen.

7.2.5 Usingthe Save Ad Hoc Query Screen.

This screen lets you save a query for later use, rename a query previoudy saved and optiondly, make
the query public.
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Save Ad Hoc Quer

OQuery Hame:

Rename This Query?HO
Hew Hame:

Comments:

Query saved: 1998-81./82 Hake this Query Public? _

F3 = SAVE to continue; F6 = CANCEL

Fgure7.2-1. Save Ad Hoc Query Screen
7.25.1 ToEnter aNew Name.
Use this procedure to save a newly created ad hoc query under a unique name.

STEP 1 Enter name for the query on the “Query Name® field and press <Enter>. The name
you choose should be unique. The cursor will move to the “Comments’ field.

STEP 2. Enter any comments. These comments will appear with the name later in a choices
list when browsing saved queries. When done, press <F3>.

STEP 3. Enter <Y> or <N> a the “Make this Query Public?’ fidld. If you enter <N>, only you

can run or modify the query. If you enter “Y” others will be able to use run and modify
the query. You can change thislater, if you choose.

STEP 4. When done, press <F3>.

User Defined Header
Header to be printed on the report:

F3 = SAVUE to commit work: F6 = CAHCEL

7.2.5.2 To Changethe Saved Name of a Query.
Use this procedure to change the name of a query that you have just saved.

STEP 1. Answer the “RENAME THIS QUERY?” fidd. Default is“No’. Press <Y><Enter>.
The cursor will moveto the “New Name’ fidd.

STEP 2. Enter new name for this query and press <Enter>. The cursor will move to the
“Comments’ fiedd; add any new comments.

STEP 3. Enter any comments. These comments will appear dongside the query name later
when browsing saved queries. When done, press <F3>.

STEP 4. Enter <Y> or <N> a the “Make this Query Public?’ field. If you enter <N>, only you

can run or modify the query. If you enter <Y> others will be able to use run and modify
the query. You can change thislater, if you choose.

STEP 5. When done, press <F3>.
7.3 BASIC AD HOC QUERY FUNCTIONS
7.3.1 Functions Accessible from the Basic Query Screen.

While you are creating a basic query, severd enhanced functions are available via function keys from the
“Basic Ad Hoc Query” Screen. Paragraphs 7.3.1.1 through 7.3.1.3 describe them.

7-9



Version 10.00 AISM 25-P21-AQ03-AIX-SUM 01 December 1999

7.3.1.1 Mark Fieldsfor a Basic Query (Advanced).

While marking fields, you can take advantage of advanced marking capabilities provided by “Ad Hoc
Query”. The following explains these options.

F1 MARK ALL Mark (select) dl items.

F2 MARK Mark or unmark highlighted item.

F3MARK UP Mark dl items from the current one to the top of thelist.

FA MARKDOWN  Mark dl itemsfrom the current one to the bottom of the list.

F5 INTERVAL Mark arange of items. To perform this option, mark the item at the top

of a dedred range of items (usng <F2>) and mak the item a the
bottom of the desired range. Then, press <F5> ad dl items in the
range will be marked.

F6 PATTERN Mark items that fit a certain pattern. A prompt asks, for a pattern to
search. Input into this prompt is case sengtive. To search for a pattern,
type in a letter string followed by the * character. For example, type
MED* to mark dl itemsthat start with MED, or type* MED * to mark
al itemsthat contain the letter siring MED.

F7 SWAP Mark dl itemsthat are currently unmarked and unmark al itemsthet are
currently marked.

Refer to the Section 8, “ISM Standard User Interface” for more details about selecting items from lists
and menus.

7.3.1.2 Set theOrder of Fieldsin aBasic Query.

Use the following procedure when creating a “Basic Ad Hoc Query” to set the order that the sdected
fields gppear in the results of your query.

STEP 1. Select the Set Order option by pressng <F8> followed by <F5>.

STEP 2. Highlight the field you want to appear first (by using the arrow keys) and press
<Enter>.

STEP 3. Highlight the field you want to appear next and press <Enter>.

STEP 4. Repeat Step 3 until you are satisfied with the order of the data dements.

STEP5. Press <F8/F3> to save and return to the “Basic Ad Hoc Query” screen.
IMPORTANT: The sysem will disolay in arandom order the fields for which you do
not specify the display order.

7.3.1.3 Setting the Search Tablesin a Basic Query.

When the same database field is present in more than one table, “Ad Hoc Query” chooses one of these
tables as the default search table. This option is needed to set the search table in those cases when the
default search table is not what you intended. This situation would arise in the following example:

Y ou want to create areport of asoldier family member names with the family member’s SSN displayed
aongsde each name. Fird, you select the fidds you want to query - individud name (for name of family
member) and individua family member SSN. The problem is that the individud name is present in two
different tables “individud” and “individua associaion.” To generate a query of family member names,
the query must search the individua association table but not the individua table. Since Ad Hoc Query
by default searches the “individud” table, which contains the soldier's names, you must override the
default for thisfield and set it to search the “individua association” table instead.

Use the following procedure when cresting a “Basic Ad Hoc Query” to set which data base tables to
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search when sdlecting fidlds in your query.

STEP 1. Pr ess <F8/F6> to sdlect the Set Tables option. A browse menu containing the fieldsin
your query aong with their current search table will appear.

STEP 2. Highlight the field whose search table you wish to change (using the arrow keys) and
press <Enter>. A CHOICES menu consisting of the possible search tables will appear.

STEP 3. Highlight the desired search table (using the arrow keys) and press <Enter>. You

will return to the browse menu in Step 2.

STEP 4. Repeat Steps 2 and 3 until you have specified the desred search tables for your
query fidds.

STEPS. Press <F8/F3> to save and return to the “Basic Ad Hoc Query” screen.

7.3.2 Functions Accessible from the Conditions Screen.

After you have crested a basic query, severd functions are available via function keys from the “Badc
Ad Hoc Query Conditions’ Screen. Paragraphs 7.3.2.1 through 7.3.2.6 describe them.

7.3.2.1 Print Ad Hoc Query Results.
To print the report to a printer--

STEP 1 Press <F8/F1>. A User defined header screen will appear.

STEP 2. Enter a title to put on the query results and press <F3>. A message [Generdaing
Report ... ] will appear followed by the Print Destination Screen.

STEP 3. Specify the number of copies you want, the printer class, and printer name. Press

<F2> for ligts of vdid printer classes and names.

STEP 4. When done, press <F3> to print or <F6> to return to the “Basic Ad Hoc Query”
screen.

7.3.2.2 View Ad Hoc Query Reaults.
To display the results of your query--

STEP 1. Press <F8/F2>. As your query is being performed and the results compiled, a
[Generating Report ...] message will appear.
STEP 2. Move to the next page of the report, once it appears, by pressng <Enter>.

IMPORTANT: Report-viewing is done viaafile-browsng utility thet lets you do things like search for
patterns and move backward and forward through the report. If you are comfortable
moving through files, use the browse commands. Press <h/Enter> to display a list of
these commands.

STEP 3. Pr ess <g/Enter> to exit the display and return to the previous screen.
7.3.2.3 View Ad Hoc Query Statements.

To view the SQL statements of the current “Ad Hoc Query”, press <F8/F3>. This lets you see the
SQL statements that are generated by “Basic Ad Hoc Query”. You can use this information to learn
how SQL is used and can copy SQL code for use with “ Advanced Ad Hoc Query”.

7.3.2.4 ReturntoBasic Ad Hoc Query Screen.

To return to the “Basic Ad Hoc Query” Screen, press <F8/F4>. You can then make further
modifications to the query.

7.3.25 Scraoll Query Conditions Up.
To scroll the current diplay of query conditions up toward the beginning, press <F8/F5>.
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7.3.2.6 Scroll Query Conditions Down.
To scrall the current display of query conditions down toward the end, press <F8/F6>.
7.4 OTHER AD HOC QUERY OPTIONS

Y ou can access the functions described in this section from the “ Ad Hoc Query” main menu. To create
a“Basic Ad Hoc Query”, refer to Section 7.3.

7.4.1 Createan Advanced Ad Hoc Query.

To use “Advanced Ad Hoc Query”, press <2><Enter>. The “Advanced Ad Hoc Query” screen will
appear.

Advanced Ad Hoc Quer
Ouery Hame: ##x* HEW OUERY #:**

F8-F1=PRIHT; F8-F2=UIEMW; F3=5ave Advanced Ouery: F6=CAHCEL

Figure 7.4-1. Advanced Ad Hoc Query

This screen functions smilarly to the “Basic Ad Hoc Query” Screen. No help is available and you must
write your own SQL statements.

To print your advanced query, press <F8/F1>.

To viewyour advanced query, press <F8/F2>.

To scroll up your advanced query, press <F8/F6>.
To scroll down your advanced query, press <F8/F5>.

7.4.2 Changea Saved Ad Hoc Query.

To change aquery you have already saved, press <3/Enter>. A list of dl saved queries will appear on-
screen.

Change a Saved Adhoc Query
Ouery Hame Query Type Ouery Access
Basic Private

Highlight the query you want to edit and press <Enter>. The appropriate “Ad Hoc Query” Screen
(Basic or Advanced) appears with the query adready filled in. Make any changes you wish.

7.4.3 Delete Ad Hoc Queries.
Use this procedure to delete a saved query.

STEP 1. List saved queriesby pressng <4/Enter>. A lis of dl saved queries will gppear on-
screen.
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Delete Ad Hoc Dueries
Duery Hame Query Tupu User |d
Fublic el 1 amigm

query Fublic bel 1amym

test Publie b ] aimijan

test gutw 1 ; Public bel ] amym
his auery jeins 2 tables s=n's.,

Count I[ndividual Transfer out Fublic eif
This guery will count the Hationa!l stock number for all LTO
and the count is the guantity of items(NSH).

Date range for D-X totals Private oif
0-% currently as of 11-26-96 does not keep track of single

F2 = MAAK to selesck; PETURK to cowmit; F& = CAHCEL

Figure 7.4-1. Delete Ad Hoc Queries

STEP 2. Mark the queries you want to delete.
STEP 3. Press <Enter>. A screen will gppear asking if you are sure you want to delete the
marked item(s).

Delete A Saved Quer

Item(s) selected will be permanently removed from the database

Do you wish to delete the item(s) selected?

SAVE to commit uwork: F6 = CANCEL

STEP 4. Press <Y> in response to the prompt and press <F3>. The marked item(s) will be
deleted.

7.4.4 View/Print Saved Ad Hoc Query Results.

Use this procedure to view or print a query you have dready saved.

STEP 1. Display the View/Print Saved Ad Hoc Query Results screen by pressing <5/Enter>.
UiewsPrint Saved Ad Hoc Query Results

Ouery Hame:

FB8-F1 = PRINT; F8-F2 = UIEU; F6 = CANCEL

Figure 7.4-1. View/Print Saved Ad Hoc Query Results

STEP 2. Enter the name of the saved query you want to view, or print, or press <F2> for alig;
highlight the one you want to run, and press <Enter>. This will insart the name into the
“Query Name' fidd.

STEP 3. Toview thequery, press <F8/F2>. Refer to paragraph 7.3.2.2 for information about
viewing aquery.

STEP 4. Toprint thequery, press <F8/F1>. Refer to paragraph 7.3.2.1 for information about
printing a query.

7.45 View Saved Ad Hoc Query Statements.

Use this procedure to view the SQL statements of a saved “Ad Hoc Query”. This option lets you see
the SQL statements that result from automatic generation of your saved SQL query. You can use this
information to learn how SQL is used and to copy SQL code for use with “ Advanced Ad Hoc Query”.
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STEP 1. List saved queries by pressng <6/Enter>. A box listing the saved ad hoc queries will
appear.

Uiew Saved Ad Hoc Ouery Statements
Ouery Hame Ouery Type Ouery Access
>Count Individual Transfer out Advanced Public
This query will count the Hational stock number for all LTO
and the count is the quantity of 1temsCHSH).
Haster Location - Ft. Stewart Basic Public

Search for lin 182 Advanced Public
Search for lin 182 for dueouts

Temp Loan-Name - Ft. Stewart Basic Public

adhoc Basic Private
nohe

bdu dx Advanced Public
for bdus on polk

Highl ight your selection and press RETURH
Figure 7.4-1. View Saved Ad Hoc Query Statements

STEP 2. Highlight the query name you want to view and press <Enter>. The SQL statements
will appear on-screen.
STEP 3. When done viewing, type <g¢/Enter> to return to the “Ad Hoc Query” menu.

7.5 ADHOC QUERY SAMPLES

This section demonstrates how to make some sample reports using “Basic Ad Hoc Query”. Thisis not
intended to be an extensive tutorid. You are urged to subdtitute any fields you want for the ones shown
in the examples. In so doing, you will find how easy it is to create ad hoc queries. Remember that the
database is not dtered in any way when you create or run an ad hoc query.

7.5.1 Creating and Manipulating Smple Reports.
7.5.1.1 Createa SmpleReport.

Use the following procedure to create a smple report that contains three columns of data, sorted by the
datain the first column.

STEP 1. Select Option #1, “Create a Basc Ad Hoc Query”, from the “Ad Hoc Query” main
menu. The“Basic Ad Hoc Query” screen will appesar.

STEP 2. Enter “FIELDS’ input (required field). Press<F2> to lid fidds

STEP 3. Mark thefields shown below. To do this, firgt highlight the field, then press <F2> to
mark it.

BIRTH DT IND_SSN RANK
If one of the fields shown aboveis not in your fied ligt, mark some other smilar fidd.

STEP 4. When done marking fields, press <Enter> to return to the “Basic Ad Hoc Query”
screen. An asterisk will gppear in the “Fdds’ input fied. Press <Enter> again to go to
the first “Order By” fidld in the Sort Fidds area

STEPG. Enter “ORDER BY” input. Enter the BIRTH_DT fidd here. Press <Enter> agan
to move the cursor to the “ Ascending/Descending” field.

STEPG. Enter “ASCENDING/DESCENDING” input. Type “A” for ascending order, then press
<Enter>.
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STEP7. When done, press <F8/F2> to generate areport for screen viewing.
RESULTS. Notice that the dates are in ascending order, as you specified.
NOTES:

1 The columns are output in gpparently random order because you did not use the
SET ORDR option (paragraph 7.3.1.2) to set the order of the fields in the output
columns.

2. If information was not displayed in your report, it is probably because no data
exised that matched your query. Recheck your query carefully if you think this is an
error.

STEP8. When finished reviewing the report, press <F3> to go to the “Save Ad Hoc Query”
Screen. Then save it, as described in paragraph B.2.5 and return to the “Ad Hoc
Query Conditions’ screen.

7.5.1.2 Select a Range of Valuesfor Dates.

Use the following procedure to sdlect arange of vaues for the report you created in paragraph 7.5.1.1.
This example will ligt only those with dates between 1 January 1960 and 1 January 1963.

STEP 1. Enter “FIELD” data. Type “BIRTH_DT” <Enter>. (Or, press <F2> to lig the
fildsand sdect BIRTH_DT.)

STEP 2. Enter condition. Type*“>* and press <Enter>. Or, press <F2> for alist of operators,
move the highlight to “> greater than”, and press <Enter>.

STEP 3. Enter “VALUE” data. To lig the dates after 1 January 1960, type 19600101 and
press <Enter>.

STEP 4. Enter AND/OR data. Press <a><Enter> to populate this field with “AND.”

STEPS. Enter “FIELD” data. Enter “BIRTH_DT” asyou didin Step 3.

STEPG. Enter condition. Type*“<” and press <Enter>.

STEP 7. Enter “VALUE” data. To ligt the dates before 1 January 1963, type 19630101 and
press <Enter>.

STEP 8. Press <F8><F2> to generate your report for viewing on-screen.

RESULTS. When the report gppears, notice that the first column of data contains the
“BIRTH_DT” vdues

Unlike the previous report, which showed every vaue, the dates shown range between the dates that
you entered. This is because you placed conditions on the query using the “Basic Ad Hoc Query”
Conditions screen.

7.5.1.3 Select a Range of Valuesfor Names.

The procedure given in paragraph B.5.1.2 shows how to place conditions on the output so you can
control more precisely, what information is reported. Here are two other examples that use conditions
to specify various ranges of vaues.

7.5.1.4 Search for Namesby First Letter.

This procedure is based on the sample report shown in paragraph 7.5.1.2. Thissampleligsal vauesin
the LASTNAME field that begin with the letter S,

STEP 1. Enter “FIELDS” data in the “Basc Ad Hoc Query” screen. Use “LASTNAME” asthe
“Heds’ input. (To unmark any marked field, highlight it and press <F2>).
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STEP 2.

STEP3.
STEP 4.

STEPS.

Enter “ORDER BY” value. Place “LASTNAME" into the first “Order By” input fidd,
and press <Enter>. Choose“Ascending”.
Press <F3> to digplay the Basc Ad Hoc Conditions screen.

Enter values. In“Fidd 1” enter “LASTNAME”. In the “Condition” field, enter “LIKE”.
In the “Vdue’ fidd, enter “S%’. The "%’ is a specid “wildcard’ character that
matches any number of characters.

Pr ess <F8/F2> to generate and display the report.

7.5.1.5 Search for Nameswith Alternate Spellings.

This query searches for al LASTNAME vadues that are speled a certan way (“Anderson” or
“Andersen”, in this case).

STEP 1

STEP 2.

STEP3.

STEP 4.

STEPS.

Enter “FIELDS” data in the “Basic Ad Hoc Query” screen. Use “LASTNAME’ asthe
“Fdds’ input. (To unmark any marked field, highlight it and press <F2>).

Enter “ORDER BY” value. Place “LASTNAME" into the firgt “Order By” input field,
and press <Enter>. Choose“Ascending”.

Press <F3> to display the Basic Ad Hoc Conditions screen.

Enter values. In “Fidd 1”7 enter ‘LASTNAME”. In the “Condition” fidd, enter
“LIKE". Inthe*Vaug’ fidd, enter “ANDERS N”. The* " is specid wildcard character
that matches any one character.

Pr ess <F8/F2> to generate and display the report.
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8 ISM USER INTERFACE STANDARDS

The ISM gpplications have been designed and written to be consggtent in the way in which they are
accessed and used.  The method of use or ‘interface with the 1ISM was designed using the Extended
Termind Interface Prototype (ETIP). This development tool has made the use of the gpplications
standard throughout each ISM. A standard interface provides the user with consistency, on-line help,
menus, function keys, and prompts to assst the user at each step throughout the gpplication. The
interface standard is easy to use if learned once for an gpplication, the learning process for additiona
goplications will be minimd.

8.1 SCREENLABELED FUNCTION KEYS(SLK)

Notice the indication of eight (8) keys a the bottom of the termina screen. These eight (8) keys, the
Screen Labeled Function Keys (SLK), correspond to the F1 through F8 function keys on the
keyboard. They will dways gppear a the bottom of the screen as long as the termind being used
supports function key labeling. (If the termind being used does not support function key labeling, then
the space a the bottom of the display will be used.) In place of the actud key labd, the system will
show a word(s) to indicate the current options available and what action you will take when you press
that key.

There are two sets of SLK. The firgt st contains the functions used most commonly while in an ISM
goplication.

_HELP NCHOICES |j SAUE Jf | | N CANCEL JCHD-MENURCHG-KEYS

Figure8.1-1. Screen Labeled Function Keys (1)
Thisisthe set of SLK displayed when firgt entering an ISM. The functions available viathese SLK are:

F1 HELP display HELP

F2 PREVPAGE display previous page of current text

F3 NEXTPAGE display next page of current text

F6 CANCEL Cancel the operation and return to previous screen
F7 CMD-MENU not active in ISM gpplications

F8 CHG-KEYS switch to second set of SLK

All SLK options dways occur on the same key. For example, CANCEL will dways agppear on the F6
key. Other commands that may appear on the first set of SLK include:

F1 PRINT Print the requested report

F2 VIEW View the requested report

F2 CHOICES Access a sdection ligt of possible choices. Use this for sdecting and
inserting avaueinto afiedd when filling out aform.

F3 SAVE Proceed with operation. The exact meaning of this option is dways

spelled out on the screen.  In generd, this is used to indicate that the
pending operation is to be performed or in case of forms that the data
entered should be processed.

Pressing the SLK labdled CHG-KEYS will display a second st of SLK. Pressng CHG-KEYS

Figure 8.1-2. Screen Labeled Function Keys (1)
The functions available viathese SLK are:
F7 FRM-MGMT Access the Frame Management Menu
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F8 CHG-KEYS Toggle between first and second set of SLK
Other commands that may appear on the second set of SLK include:

F1 PRINT Print the requested report
F2 VIEW View the requested report
F3 XMIT Transmit the requested report

The Frame Management Menu is accessible a al times and provides the following options:

Table8-1. Frame Management Menu Options
OPTION DESCRIPTION

List the open frames. Displays alist by name of al the frames currently displayed on the
screen. If aframeis selected from thislist, the selected frame becomes the active frame.

Move the active frame. Allows you to relocate the active frame to another position on
the display. This adjustment of position istemporary and only effects the current frame.

Reshape the active frame. This allows you to change the length or width of the current
frame within certain limits. This adjustment of shape is temporary and only effects the
current frame.

refresh Refresh the display. This option is useful when the display becomes garbled for any
reason.

Color Set Color Attributes. This option displays aform that allows you to select and set your
Attributes color preferences for various aspects of the display. These settings are permanent but
can be changed at alater time.

The SLK will help you make sdlections, process form entries, and access additiona information needed
to complete forms for processing.

8.2 HELP

Help is dways available by pressing the SLK labdled HELP. HELP conssts of one or more full screen
text boxes that contain background, explanatory and “how to” information. The Help text displayed
when you press the Help SLK will depend on where you are in the gpplication that you are usng. For
example:

The ‘HELP' displayed, while you are at the Sarting point, i.e,, the “Master Menu”, will contain generd
information about the ISM and specific information about the menu sdlection that you have highlighted at
the time you have pressed the HELP SLK.
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HELP-FPeacetime Menu (M)

o oot B e e R SR T i o e R ) USINS THIZ HELP FUNCTION o e e o e e o e
To move through this HELP text (or any multi-page HELP
text), use the keys:

Fz = PREV PAGE to go back one page
F2 = MEXT PAGE to go forward one page
cursor down arrow to go down one line
cursor up arrow to go up one line

To proceed with the DAMIS application, press RETURN.
To cancel the DAMIS application, press Fé.

kkkdtkEkthEkhk kbt kit ttd END OF GENERAL HELE ***+#t+dsdtddddtdstrttahs

FZ = PREV PAGE; RETURN to resume application

Figure8.2-1. HELP Screen

The HELP disdlayed while a form is on the screen will contain an explanation of the overal form and
often will show detailed indructions regarding eech field in the form. Each ‘HELP' streen will have
additiona indructions at the bottom of each screen indicating any further actions that can be taken while
usng HELP. You can see the examples of thisin accessing the HELP when the initid 1SM “Welcome to”
Screen gppears upon logging on to your system.

Notice the highlighted ingtructions and the corresponding SLK for moving around in the HELP text. The
shaded scrollbar on the right hand border of the screen will indicate with small verticd arrows if thereis
text before or after the current page.

Please note that you can accomplish the access to the ISM applications through different methods.
These ingructions are based on the use of the AT&T 605 termind. If you are usng another type of
termind or termina emulation software to access the ISM gpplications, you may not be able to use the
SLK as mentioned. In such cases, you may have to use Alternative Keystrokes. This table should
help, if not, see your System Adminidrator.

Table8.2. Alternate Keystrokes
o Alcnane Kersi ok

F1 through F8 Control-F 1 through Control-F 8 Screen Labeled Keys

Beg Control-B Display thefirst page

End Control-E Display the last page

Down Arrow or Scroll Down Control-D or Control-F D Scroll the display down by one
quarter of apage

Up Arrow or Scroll Up Control-U or Control-F U Scroll the display up by one
quarter of apage

Page Up Control-V Scroll up apage

Page Down Control-W Scroll down a page

8.3 MENUS

Menus are another fegture of the standard user interface. Menus are shown and choices are made from
these menus to move around in the application. Menu selections do not have to be accessed in the
order that they gppear. There are severa ways to move through a menu and each menu that appears
will have ample indructions to follow that will appear at the bottom of the screen.
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One way to move through amenu is to use the UP and DOWN ARROW keys. Using these keys you can
move the highlighted bar up and down the menu. Pressing the DOWN ARROW while at the last selection
in the menu will result in the highlight bar moving to the firs menu sdection. The reverseistrue for using
the UP ARROW while the highlight bar is at the firgt choice.

Additiondly, you can access the menu items by typing in the key corresponding to the first character
(usudly a number) in the line that contains the choice. For example, when a menu gppears on the
screen, the highlight bar usudly appears at the first choice. If you want to select the eighth (8th) item in
the menu, press the 8 key on the keyboard. The highlight bar will move directly to that item. If you
move the highlight bar in this manner, and decide not to make that particular selection, you must use the
UP and DOWN ARROW keys to move the highlight bar further.

Ancther type of menu that the ISM applications will have, isthe CHOICE menu. These choices are not
adways numbered and they often contain text on each line. When these menus are displayed, the first
character access method can be used with the added feature of being able to continue typing in
characters until a gpecific maich has been found. The termina will beep if there are no other maiches to
the character sequence that has been entered.

Y ou can access menus by additiona methods, depending upon the type of menu that appears. Y ou may
use the Alternative Keystrokes.

Table8-3. Alternative Keystrokesfor Menus
o Altamaive Keysrores

Next Control-N Move the next item

Prev Control-P Moveto the previousitem

Down Arrow Control-D Move down

Up Arrow Control-U Move Up

Beg or Home Control-F B or Control B Moveto thefirst item

End or Home Down Control-F E or Control E Moveto thelast item

84 FORMS

Forms are another feature of the standard user interface. Forms are displayed and data entered into
and displayed from the gpplication using the various fidd of the form. A form may congst of asngle
screen or may congst of a number of screens. The data entered into the fields in a form does not
update the application until you press the <F3 SAVE> key a the completion of the form. Then the
system updates dl the fields a once. The fields in aform do not have to be accessed in order. There
are severd ways to move between the fidds in a form and each form that gppears will have smple
ingructions to follow that will appear a the bottom of the screen. You may use the Alterndive
Keystrokes.

Table8-4. Alternative Keystrokesfor Selecting Fields
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Move to the next field

NEXT or TAB Control-N or Control-1
PREV or SHIFT-TAB
BEG Control-B
END Control-E

Control-D

Control-P or Control-T

Moveto the previousfield

Moveto thefirst field

Moveto thelast field

Down Arrow Move down to the next field

Up Arrow Control-U Move up to the previousfield

Y ou may be able to edit the data entered into the field. The gpplication edits some fidds automatically.
For example, the syslem may convert the data to upper case after you have entered in lower case. The
system checks the date and numeric format fields for their vaidity.

If alist of valid choicesto enter into afiedd is available, pressng the SLK labeled CHOICES will cause a
sub-menu to gppear. Highlighting the desired entry and pressng <Enter> will cause the sdected entry
to be entered into the fidld. Y ou may edit adatawithin afidd usng Alternative Keystrokes.

Table8-5. Alternative Keystrokesfor Editing Fields

Left Arrow

Control-L

Move |eft within the current field

Right Arrow

Control-R

move right within the current field

SHIFT-Left Arrow

Control-F P

Moveto the previous word in the current field

SHIFT-Right Arrow

Control-F N

Move to the next word in the current field

HOME

Control-F B

Move to the beginning of the current field

HOME DOWN

Control-FE

Move to the end of the current field

Del or Del Char

Control-X

Delete character at cursor

D€ Line

Control-K

Deleteline at cursor

SHIFT-Del

Control-F W

Delete word at the cursor

Clear EOL

Control-F Y

Clear to theend of line

Back Space

Control-H

Delete the character before the cursor

Clear or SHIFT-Clear Line

Control-Y

Clear the entirefield

Opts

Control-F O

Display choices menu

ESC

8.5 PROMPTS;

Control-[

Toggle between insert and overwrite modes

Many screens and forms throughout the ISM application will contain brief messages to the user. These
messages, digplayed at the bottom of the screen, are prompts indicating what is expected in the way of
keyboard action. Most commonly, when a menu appears, you will see:

Highlight your sdlection and press RETURN

You are to make a choice by moving the highlight bar to a menu item and sdect it by pressng the
<Enter> key.
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When a form agppears, a prompt will gppear a the bottom of the screen indicating what kind of
information you are to enter in respective to the field where the blinking cursor gppears.

8.6 DATES

Date fidds have the format YYYY/MM/DD. You do not require the /' separator and you may omit
the leading century. If you enter the /' separator, you may omit leading zeros. For example, to enter
the date of July fourth 1992, you may type 1992/07/04, 19920704, 920704, 92/07/04, or 92/7/4. In
each case the date will gppear in the standard format. Y ou may use any non numeric character instead
of ‘/" as a separator when entering dates. For example, when using the numeric keypad to enter dates,
you can usethe“dot” (“.”) character ingtead of ‘/. The entry “today” in any date field will populate that
field with the current date.
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9 CHOICES-CODELISTS

Telephone Type Code
C Commander Duty Telephone Number
I Installation Telephone Number
M Medical Facility Telephone Number
R Reporting Station Telephone Number
T Training Center Telephone Number
U Unit Commercia Telephone Number

Mailing Address
1 Unit Address
2 New Address
3 Off Post Address
Permisson Granted

No = Deny Permission
Yes = Grant Permission

Printer Class Options
LASER PRINTER
DRAFT-80 COL
DRAFT-132 COL/COND
LABEL PRINTER
SLAVE PRINTER

Rank

GEN 010 GENERAL
LTG 09 LIEUTENANT GENERAL
MG 08 MAJOR GENERAL
BG o7 BRIGADIER GENERAL
COL o6 COLONEL
LTC o5 LIEUTENANT COLONEL
MAJ 07 MAJOR
CPT o3 CAPTAIN
T o2 FRST LIEUTENANT
AT o1 SECOND LIEUTENANT
CW5 W5 Chief Warrant Officer (A)
cw4 W4 CHIEF WARRANT OFFICER W4
Cws3 W3 CHIEF WARRANT OFFICER W3
Ccw2 W2 CHIEF WARRANT OFFICER W2
wo1 w1 WARRANT OFFICER W1
SMA E9 SERGEANT MAJOR OF THE ARMY
CcsM E9 COMMAND SERGEANT MAJOR
GM E9 SERGEANT MAJOR
MSG E8 MASTER SERGEANT
1SG E8 FHRST SERGEANT
SFC E7 SERGEANT HRST CLASS
SSG E6 STAFF SERGEANT
SGT E5 SERGEANT
CPL E4 CORPORAL
SPC E4 SPECIALIST 4
PFC E3 PRIVATE FIRST CLASS
Pv2 E2 PRIVATE E2
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Pv1 El PRIVATE E1
Rank Code - Military (All)
GEN o0 Genera (A, AF)
Gen 010 Generd (MC)
ADM 010 Admird (N & CG)
LTG 09 Lieutenant General (A)
LtGen 09 Lieutenant Genera (AF, MC)
VADM 09 Vice Admird (N & CG)
MG o8 Major General (A)
MajGen o8 Major Genera (AF, MC)
RADM o8 Rear Admird (N & CG)
BG o7 Brigadier General (A)
BGen o7 Brigadier General (AF)
BrigGen o7 Brigadier General (MC)
CADM o7 Commodore (N & CG)
CoL 06 Colonel (A)
Cal 06 Colonel (AF, MC)
CAPT 06 Captain (N & CG)
LTC 05 Lieutenant Colonel (A)
LtCol 05 Lieutenant Colonel (AF, MC)
CDR 05 Commander (N & CG)
MAJ 0%} Major (A)
Maj o4 Magjor (AF, MC)
LCDR o4 Lieutenant Commander (N & CG)
CPT o3 Captain (A)
Capt 03 Captain (AF, MC)
LT o3 Lieutenant (N & CG)
uT 02 First Lieutenant (A)
1L T 02 First Lieutenant (AF, MC)
LTIG o2 Lieutenant Junior Grade (N & CG)
AT o1 Second Lieutenant (A)
2ndLt o1 Second Lieutenant (AF)
2dLt o1 Second Lieutenant (MC)
ENS o1 Ensign (N & CG)
CW5 w5 Chief Warrant Officer (A)
CWO-5 W5 Chief Warrant Officer (AF, N & CG)
CWO5 W5 Chief Warrant Officer (MC)
cw4 W4 Chief Warrant Officer (A)
CWO4 w4 Chief Warrant Officer (AF, N & CG)
CWo4 w4 Chief Warrant Officer (MC)
Ccw3 W3 Chief Warrant Officer (A)
CWO0O-3 W3 Chief Warrant Officer (AF, N & CG)
CWQOs3 W3 Chief Warrant Officer (MC)
CW2 w2 CHIEF WARRANT OFFICER (A)
CWO0O-2 w2 Chief Warrant Officer (AF, N & CG)
Ccwo2 W2 Chief Warrant Officer (MC)
WO1 W1 Warrant Officer (A)
WO W1 Warrant Officer (AF, MC)
WO-1 W1 Warrant Officer (N & CG)
csv E9 Command Sergeant Mgjor (A)
GM E9 Sergeant Major (A)
CSMgt E9 Chief Master Sergeant (AF)
SgtM g E9 Sergeant Major (MC)
MGySgt E9 MASTER Gunnery Sergeant (MC)
MCPO E9 Master Chief Petty Officer (N & CG)
1SG E8 First Sergeant (A)
MSG E8 Master Sergeant (A)
SMSgt E8 Senior Master Sergeant (AF)
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1st Sgt E8 First Sergeant (MC)
M Sgt E8 Master Sergeant (MC)
SCPO E8 Senior Chief Petty Officer (N & CG)
SFC E7 Sergeant First Class (A)
PSG E7 Platoon Sergeant (A)
MSgt E7 Master Sergeant (AF)
GySgt E7 Gunnery Sergeant (MC)
CPO E7 Chief Petty Officer (N & CG)
SSG E6 Staff Sergeant (A)
TSgt E6 Technical Sergeant (AF)
SSgt E6 Staff Sergeant (MC)
PO1 E6 Petty Officer First Class (N & CG)
GT E5 Sergeant (A)
SSgt E5 Staff Sergeant (AF)
Sot E5 Sergeant (MC)
PO2 E5 Petty Officer Second Class (N & CG)
CPL E4 Corporal (A)
SPC E4 SPECIALIST (A)
Gt E4 Sergeant (AF)
Cpl E4 Corpora (MC)
PO3 E4 Petty Officer Third Class(N & CG)
SA E4 Senior Airman (AF)
PFC E3 Private First Class (A)
AlC E3 Airman First Class (A)
LCpl E3 Lance Corpora (MC)
SN E3 Seaman (N & CG)
PVT E2 Private (A)
Amn E2 Airman (AF)
Pfc E2 Private First Class (MC)
SA E2 Seaman Apprentice (N & CG)
Pv1 El Private (A)
AB El Airman Basic (AF)
Pvt El Private (MC)
SR El Seaman Recruit (N & CG)
Priority Leve
Routine
Urgent
Emergency
Report Type

ECP-S
Problem Report

System Code (A/C)
A Autovon
C Commercial
F FCC
W WATS

Purpose Code (A/C)
A Voice
B Modem
Cc Fax
D EMail
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E Electronic Data Transmission
Past 30 Day Cutoff Mall Menu
PRINT Report
VIEW Report
Projected Gains List Menu
PRINT Report
VIEW Report
Projected Gains List Report
PRINT Report
VIEW Report
Incomplete Forwarding Address Menu
PRINT Report
VIEW Report
Departed List Menu
PRINT Report
VIEW Report
Departed Time Period
30 days
12 months
Incomplete Menu
30 days
12 months
ACTIVE Individud Status
P Permanent Party Soldier
S Student
T Temporary Mail on Hold
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